


























is the new IBM Electric 





It’s new—inside and out, with 28 engineering 
achievements that bring you typing at its finest! Your 
boss will admire its high-volume output. You'll love 
its styling and alive, eager response. This—is the 
most handsome, efficient typewriter made. 











Yearn for a copier at your elbow ‘ 


What a wonderful convenience for you—and 
your boss—to have one of these new Verifax 
Bantam Copiers near at hand! Putting one in 
your department ends those *‘10-minute walks” 
to a distant copier—or waiting in line every time 
copies are needed! 

With the Bantam nearby, your work—and 
your boss’s—will flow so much faster. Orders, 
letters, reports can be copied immediately. You 
will both be able to take advantage of all the 
wonderful Verifax short cuts in answering mail, 
commenting on reports, simplifying systems! 

Chances are your department’s savings in 
“travel time” alone will more than pay for your 
$99.50 Bantam Copier in a month or two. 
Good idea to tell the boss about it! 


Price shown ts manufacturer’ s suggested price 


and is subje t to change without notice 


[erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 
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Bantam ; _ 
Copiers e 
1, 99° » 


each 


Make 5 dry, easy-to- 
read white copies in 
1 minute for 2V¥e¢ each 


a 








Kodak Verifax Bantam Copier outperforms 
copiers costing up to 4 times as much 











A snap to operate. So compact you'll find room for one 
anywhere. Makes 5 dry, easy-to-read copies in 1 minute for 
24%¢ each. Makes copies on one or both sides of bond-type 
paper, card stock, your own printed office forms. Even 
makes an offset master in 1 minute, with low-cost adapter. 
Reproduces all types of writing, typing, duplicating with 
complete accuracy. Gives you copies that will last as 
long as typed records. 

Call your Verifax dealer for free demonstration. (See “‘ Yellow 
Pages” under duplicating or photocopying machines.) 


EASTMAN KODAK COMPANY 

Business Photo Methods Division 

343 State St., Rochester 4, N.Y. 
Gentlemen: Please send free booklet on Verifax 

copying and names of nearby dealers. 


Name 





Position 








Company 


Street 





a, 


State 





eeeeeeeeee MAIL COUPON TODAY++***eeeeeee88 


231-10 













FASHION 

is one subject that interests just 
about every woman. And it’s 

even more fascinating when you re 
on the inside. Just ask 

Alice Miller—secretary to 

Maria Martel, a photographer who 
specializes in fashion work. 

Alice gets an advance look at what’s 
going to be worn—plus doing 
anything and everything 

during her working day. For 


her there are “No Two Days Alike.” 


OUT OF TUNE 

with some of the top executives 
in your company? Cheer up— 
it can happen to any secretary. 
This month, Marilyn French 
gives you pointers on 


“Harmonizing With The Brass.” 


CPS 


three letters that stand for 
a much-coveted title 





Certified Professional Secretary. 
For the whys and wherefores, 
take a gander at “What's 
Behind CPS?” 


THAT FIRST JOB 

is a somewhat terrifying 
experience for most of us. 
Yet there is a way to 
handle it—successfully, 
gracefully. Peggy Rollason 
tells you about a cure 

for those first-job jitters. 
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ON THE COVER: the shape’s the 
thing in a wide-skirted 

dress with decorative stitching. 
Triplex Arnel and rayon in red, 
royal, clay. Sizes 10-20, 124%-22%. 
$17.95. By McKettrick. 
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ACCO BINDS PAPERS IN SECONDS 





ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


ONE FINGER DOES IT! 


e press to open e press to close 















| pl 


SURE GRIP. Test it yourself! Accogrip has HOW MANY USES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
44” capacity — yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover — 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black, 
release spring-action grip. Keeps material on hand, intact, in order. grey, green or blue. Letter or legal size. 


50 YEARS of leadership in binder design and filing systems @” 
precede Accogrip. Now at office outfitters everywhere. Or write: 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto. ACCO PUNCHLESS BINDER 


@ 1M pending 
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No need. Pendaflex hanging, sliding folders make 
filing mild ... easy drawer-ing. Finger-tip control 
lowers harmful work content; lets clerks file more, 


selection takes the harshness and bite out of office \ 
costs. King-size economy. In short, Pendaflex filing 
is a working girl’s prayer, a saving man’s answer. 
Mail this Extra-Bonus valuable coupon imme- 
diately and receive a free file analysis. It Satisfies! 
Oxford Filing Supply Co., Inc. 
Garden City, New York 





Cee se 














OXFORD FILING SUPPLY CO., INC. | 
14-10Clinton Road, Garden City, N. Y. 


Please send everything that is free...including y, f / 
File Analysis Sheet. i X O oi 


NAME 


LU. FIRST 
FIRM NAME 
STREET iT IN FILING 
CITY 


ZONE STATE 
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SPECIAL BIG 


CHRISTMAS BONUS PLAN 
BRINGS BIG SAVINGS TO YOU! 










































” If you work with pencils, and like them 
sharp, you should always have your own 
personal pencil sharpener within reach... at 
office and at home ! Thousands of successful 
business men and women wouldn't be without 
this luxurious mecessity...and also provide 
the same step-saving convenience for their staffs. 
| With Apsco’s free Christmas Bonus Coupons 
ut " you can’t afford to put it off a day longer! 
tor Ce- 
xed ore! APSCO PRODUCTS, INC., Los Angeles + Rockford + Toronto 
a “For 53 years, the world’s largest manufacturer of pencil sharpeners." 
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z a & seni Watt one Apsco Dandy “Super 10” pencil sharpener. 
; Thi: ial ‘ 
2 ER points. Automatic ( is special bonus offer closes Dec. 31, 1959.) 
o v Sy feed. NOTE TO DEALER: Apsco Products, Inc., P.O. Box 840, Beverly Hills, California agrees to redeem this coupon for full 
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= O sizes of pencils. Adjust- Apsco Dexter “Super 10” pencil sharpener. 
a able for fine, medium or ( This special bonus offer closes Dec. 31, 1959.) 
ra} lid » blunt points. Box 840, Beverly Hills, California agrees to redeem this coupon for full 
% the feces Civteines Sanus Pian 90 cancuased. (ites® your Sonmmunesse 
Ps 
ww 
5 -- == —- ~~ 5 nn nn nn 
ce - 
Lied 
= ui GIANT (25¢ off) THIS CHRISTMAS BONUS COUPON IS WORTH 
a The everyday workhorse Simply mail or take this coupon to your 
ES of the pencil sharpener stationery dealer and he will allow you full 
80% industry. Over 7,000,000 cash value of 25¢ toward the purchase of one 
= in use in offices, stores, Apsco Giant pencil sharpener. 
. ° ; homes and schools since ( This special bonus offer closes Dec. 31, 1959.) 
ow 1947. Dial selector. California agrees to redeem this coupon for full] 
7 Bonus Pian as announced Attach your accumulated 
your re-stocking order and full credit will led from your invoice. (Desier redemption offer cioses 
< . consumer offer.) Mail te Apsco, or Apsco salesman. Your 
— 


October. 1959 


















Royal Electric 
typewriters are built 
better 


down to the 
last 
nut 


right 





That may sound like a boast. It’s not. 
There’s a simple reason. You have to know 
how to make a typewriter before you 
can make an electric typewriter—and the 
Royal people have made more typewriters 
for more years now than anybody else. 

Here are a few natural results of this 
old-line-craftsman experience: 

Royal Electrics have exclusive features 
that come from years of knowledge of the 
needs of both the people who type and 
6 


QYAL 


Product of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters 











the people who dictate. Example: easy 
interchangeability of carbon and fabric 
ribbons at no extra charge. No other elec- 
tric gives you that. 

Royal electrics are remarkably free from 
money-wasting breakdowns. 

If you’re in the market for a typewriter, 
look into Royal. It'll take about fifteen 
minutes of your time, but it could make a 
whole lot of difference to both your secre- 
tary and yourself. 
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Those Were the Good Old Days--or were they? Test these 
office rules of 1872 and see for yourself. 

"]) Office employees each day will fill lamps, clean 
chimneys, and trim wicks. Wash windows once a week. 
2 Each clerk will bring in a bucket of water and a 
scuttle of coal for the day's business. 
pens carefully. You may whittle nibs to your indi- 
vidual taste. 4 Men employees will be given one 
evening off a week for courting purposes, or two 
evenings a week if they go regularly to church. 

5 After thirteen hours labor in the office the em- 
ployee should spend the remaining time reading the 
Bible and other good books. 6 Every employee should 
lay aside from each pay day a goodly sum of his earn- 
ings for his benefit during his declining years so 
that he will not become a burden to society. 7 Any 
employee who smokes Spanish cigars, uses liquor in 
any form, or frequents pool or public halls, or gets 
Shaved in a barber shop will give good reasons to 
Suspect his worth, intentions, integrity, and hon- 
esty." (The Office Economist) 


5 Make your 


New Twist to a Coffee Break, General Motors began it with 
their soft drink and coffee machines. The employee, 
hopeful and thirsty, is confronted by a paper cup, 
but not an ordinary cup. This one offers a message 
on safety, suggestions, or productivity. For variety, 
messages are alternated. And, oh yes, the employee 
gets his coffee, too. 


To Reduce Company Postal Rates: 1 Combine mailings to 
other company offices through a central department. 
2 Avoid airmail after Thursday noon. It won't be 
opened until Monday anyhow. 3 Use postal cards for 
routine acknowledgments. 4 Eliminate business reply 
envelopes. 5 Acknowledge mail orders only if there 
will be a delay. 6 Eliminate unnecessary billing. 
Combine if possible. 7 Plan mail advertising and 
promotion to profit from quantity production and 
buying. 8 Use only selective mailing lists. 9 Offer 
more items in the same mailing piece. 


IBM COMPUTERS will be available to businesses by the 
hour in 1960...WOMEN DRIVERS--ATTENTION. Recent 
Survey claims ladies have fewer deadly accidents but 
cause more damage...DUN & BRADSTREET, surveying 
business failures of '58, labeled 92 per cent the 
result of inexperience and incompetence..."A FRENCH 
pSychiatrist says that automation is ruining to- 
getherness. French workers, unable to argue with 
their machines, are taking it out on their wives." 
(Executive Digest) 
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Check these advantages 


of working 
at Lockheed 


I. 


High starting wages plus 
periodic reviews. 


2. 


Attractive facilities, providing 
excellent working conditions. 


be 


Important and interesting 
work with a recognized 
leader in the missile 
and space industry. 


A. 


Liberal employee benefits, 
including health and life 
insurance, sick leave, paid 
vacations, credit union, 
retirement plan, and other 
privileges. 


If you can type 50 w.p.m. and 
take dictation at 80 w.p.m. 
we would like to discuss 

career opportunities with you. 


for information 


please write Nancy Bolton, 
Dept. J-94, 962 W. El Camino 
Real, Sunnyvale, California. 


U.S. citizenshi 


Lockheed 


MISSILES AND SPACE 
DIVISION 


SUNNYVALE, CALIFORNIA 

















office love affair bared 


(Boss gives his blessing) 


When typist meets NU-KOTE (the first plastic—base type- 
writer carbon ever) presto! — a boss-pleasing office 
romance is born. Reasons aplenty, too: for instance, 
NU-KOTE gives you immaculate copies always. Copies that 
stay clean. Every letter boldly clear from start to 
stop. NU-KOTE comes in only one weight and finish. Best 
results by far for any typewriter, almost any copy job. 
And NU-KOTE outlasts ordinary carbon 3 to l! 


NU-KOTE 


CARBON PAPER 


FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 
letterhead. 


Dealer Sales Dept. 1s-7 
Burroughs Corporation, Detroit 32, Michigan 


Name 

a 
Address __ 
City_ - _Zone___ State. 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 
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Q. Why is an apostrophe used when writing 
the plural of dates? For example, 1930's. 


A. The only reason for this convention 
seems to be to insure that the sign of the 
plural is not mistaken for another figure. 
\ hastily handwritten s might easily be 
mistaken for an 8, which would make a 
great difference if it were added to the 
number. 





Q. How would one form the possessive of 
the proper noun Watts? 


A. The rule is: Add an apostrophe and s 
if a new syllable is formed in the pro- 
nunciation of the possessive. For example, 
the possessive of Jones is Jones's. How- 
ever. no new syllable is formed for the 
possessive of Watts. Hence a final apos- 
trophe after the s is suflicient—V atts’. 


Q. My boss dictates extremely long letters 

generally of a complaint nature—to 
various persons within the company. Once 
these letters have been typed, and some- 
times rewritten for greater clarity, he shows 
them to the other employees. Discussions 
of the “boss's latest blasts” ensue, and work 
is delayed throughout the office. 

How can I convince the boss that he is 
not only upsetting office routine, but wast- 
ing time and money? 


A. Why not keep a tally of a few occa- 
sions when these incidents happen. You 
might then confront him with something 
like this: “Mr. Doe, according to the lat- 
est survey the average business letter 
costs $2, but I estimate that many of 
ours cost as much as $100.” Naturally, 
he will be horrified and will want an 
explanation. Then give it to him—*the 
rough draft letter was completed at two 
o clock: ten people went over it using 
one hour and 40 minutes of their time: 
estimating the cost per hour of (you fill 
in the figures), plus your salary and 
mine, our overhead, etc., we certainly are 
turning out very expensive letters.” Most 
employers want to cut costs, but many 
times they don’t realize they are the 
guilty parties. 
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BUSINESS ENGLISH 
f Tealtiiealiatiels 
SECRETARIAL PRACTICE 
VETeL ne §S. Strony 
BUSINESS LAW 


R. Rol ty 


| tele, €.4 4 4.41, ie) 


hall Hanna 
TYPEWRITING 
4/an rf yo 
BUSINESS ARITHMETIC 
Vivian W. Aline 
SHORTHAND 
harle f 


FILING 





QO. How should a man with more than one 
x 


title have his signature typed? 


{. There are several ways to type the 
signature of a man with two titles. The 


usual style is to make a three line sig- 
nature, as: 

T. K. Johnson 

Vice-President 

Director of Sales 

Some men use only one title in the 
signature, varying the selection of the 
title as regards the message of the letter 
and the person to whom it is written. 


Q. Should one indent if the information on 
one line of an inside address runs over to the 
next line? For « rample: 

Mr. John Franklin Simonton 


Executive Vice-President and 





? 
Thin Papers 
make a fine impression 


Send an extra copy with every letter 


The inclusion of an Esleeck Onion Skin or 
Manifold copy with each letter you send out is 
the best way to see that your letter receives 


prompt attention. 


When your letter is received one copy can 
be routed for action while the other serves as a 
reminder and is on hand for drafting a prompt 


answer. 


You'll find it easy to make Esleeck copies a 
part of your office procedure. They’re easy to 
handle and erase, extra strong because they’re 


made of cotton fiber. Also, 
your printer can show you 
how lightweight letterheads 
and office records can be 
printed on Esleeck Onion 
Skin and Manifold papers 
to reduce your typing, 





> 







aa ee mailing and filing expenses. 


Write for our free 


sample book today! 


{. Ifa line in an inside address is too 
long and extends into two lines, indent 
the second two or three spaces. In this 
way, the reader can tell at a glance that 
the second line is a continuation of the 
first. 

The address on the envelope should be 
typed exactly the same way as the inside 
address of the letter. 





Thin Papers 


“the most copied thin papers in America” 


Q. {lthough I understand the correct use 


of the articles a and an before initials. there 


FIDELITY Onion Skin 100% Cotton Fiber 
SUPERIOR Manifold 25% Cotton Fiber 
CLEARCOPY Onion Skin 25% Cotton Fiber 


White (regular and fluorescent), Blue, Canary, 
Cherry, Green, Tuscan, Goldenrod. 


are exceptional cases which prove puzzling. 
Which is correct. an F. H. A. loan or a 
F. H. A. loan? Is there a definite rule which 
vill eliminate all doubt? 


1. Whether a or an should precede an 
initial letter depends on the pronuncia- 
tion of that letter. F, for example, is 
pronounced ef, which starts with a vowel 
sound; ¢ is pronounced se, which starts 


For free sample book write: 


ESLEECK 
with a consonant sound. The following MANUFACTURING 
forms, therefore, would be selected: an COMPANY 
F. H. A. loan and a C. A. A. regulation. 





't you are in doubt about the pronunci- 


Turners Falls, Massachusetts 
tion of a letter, consult your dictionary. 
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EWARE 


of buying any dictionary 
Said to be 
“just as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 





The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster's New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster's New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


 Meviam-Webslir 


REG. U. S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 63 


Do You Really Know Your Alphabet? 


Locate the following words in your dictionary, in the order in which they are 
shown below. Note how long it takes you. 


1. intelligence 3. alternate 5. phenomenal 7. conversation 9. advantageous | 
2. contribution 4. inference 6. interrogate 8. persistence 10. environment 


Now type the words in alphabetical order. 


Which Spelling Is Preferred? 


Without consulting your dictionary, indicate which of the two spellings given 
for each of the following words is considered preferable. 


. acknowledgment, acknowledgement 6. traveler, traveller 
. instalment, installment 7. catalog, catalogue 
- quartet, quartette 
. anaemic, anemic 
. flier, flyer 


8. canceling, cancelling 
Y. advisor, adviser 
10. benefited, benefitted 


Ot whe 


“It’s Terrific!” 


Are you in the habit of characterizing anyone or anything that meets with your 
approval as “terrific”? Choose more meaningful words to describe the items below. 


1. A friend’s new hat 6. The new dramatic coach 
2. An apple pie 7. The new English teacher 
3. A motion picture 8. Your supervisor 

4. A ball game 9. The band’s new uniforms 
5. A new novel 10. Dinner at a new restaurant 


What’s the Opposite? 


For each of the italicized words, choose the one following it that is most nearly 
opposite in meaning. 


1. Lenient: abundant, scarce, weak, strict 

2. Remote: fictitious, close, real, unnecessary 

3. Superior: defective, minor, inferior, worthless 

4. Ignorance: knowledge, ability, truthfulness, familiarity 
5. Approximately: almost, exactly, gracefully, incorrectly 


Two “Sweets” and a Suit 


Should suit, suite, or sweet be inserted in the following sentences in order to 
give the intended meaning? 

1. The new oil company has an impressive 
2. I wish I didn’t have such a ............ccccscccsces tooth. 
Be TE Gom’t wth BBA OOS cnccscccccccccescescsssoesce Won’t a tuxedo do? 


4. The Black and Gold ........csoe has just been repainted in honor of our distin- 
guished guests. 


Bs IND Beetle ecccescncsescccscecsece for the injuries I received in the fall. 

6. Not one of the dresses sent on approval ..........s.s...e.e0-248 ME. 

7. The concert artist, his wife, and his daughter are occupying a........ at the Royal Hotel. 
8. She’s grown extremely selfish because she has no On€ to .....ccc.cccececeseeeeee but herself. 
9 


. My advice is to purchase one piece of good furniture rather than an entire 
SOUS DOIN cadtatincehicrsovcince 


10. The mischievous child you remember has developed into a Very .....-cseeseseeee woman. 
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FOR THOSE FIRST-JOB JIT 


BY PEGGY NORTON 


THERE'S NOT a working person alive 

who didn’t have to face and conquer 
first-job 
hard to believe. doesn't it? In fact. look- 


those panicky jitters. Seems 
ing about your new company at all the 
assured, poised, and knowledgeable peo- 
ple people holding responsible, varied 


think, “No- 


hody, but nobody, knows how scared 


positions you Il probably 
I am!” 

“It's very easy for Sally Lewis to say 
that I've nothing to worry about,” you 
groan, taking down your pincurls one 
morning. “She's been Mr. Gates’ secre- 
tary for over a year now, ana before 
that she was that cute Mr. Bronson’s 
before that. she 


worked six months in the transcription 


stenographer, and 


department. Ill bet there isn’t anything 
she doesn't know about this whole or- 
ganization. All I've ever done is baby- 
sit and sell pot holders at the church 
bazaar!” 

So here you are, on your very first 
job, working with a pool of 45 girls in 
a large concern. You're scared to death 
you ll make a mistake, timid about ask- 
ing questions, and just a little bit afraid 
youll never get a promotion because 
youre one of many girls, all doing the 
same type of work. 

Let's face it—a first job is frightening 
it times, but it can also be the most 
eye-opening, stimulating, and valuable 
experience in your whole business life. 

(nd it’s more important than any 
other point in your business life, this 
first job, because probably at no 
other time will you be quite so respon- 
sive, so eager to succeed, so willing to 
learn. As each of us gains in self- 


confidence, experience, and opinions, 
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we tend to lose just that much in fresh- 
ness and enthusiasm. True. experience 
makes us valuable in a different way, 
but receptive youth is a tremendous sell- 
ing point in your favor. If you can 
keep an objective, imaginative approach 
while you corner that experience and 
knowledge, you'll be a prize for any 
business office. 

So much for generalities. What about 
your specific problems in the transcrip- 
tion department of the Upsy-Daisy Baby 
Research Corporation? 

Before graduation your teacher urged 
you to apply to the company. You went, 
armed with high school diploma and 
high grades in typewriting, shorthand, 
transcription, and secretarial practices 

only to discover you could not be 
hired as a secretary or a stenographer 
to an executive. 

Most large companies know it’s a rare 
person, especially in her teens, who is 
ready to step directly from high school 
into such a responsible position—and 
an even rarer boss who is willing to take 
a chance on her. They are admitting 
this, not 


discriminating against you, 


when they say. “All beginners must 
start either in the stenographic pool or 
the filing department.” 

Such a beginning has its advantages. 
It's the best way to learn how the com- 
pany conducts its routine and its im- 
portant business, to absorb company 
rules and atmosphere. And specifically, 
it's the best way to learn the company 
regulations and the vocabulary of com- 
pany letters, memos, and reports. 

The idea of assembling a central force 
of stenographers to serve many execu- 
tives came into being years ago when 


ba 


ROLLASON 


the one-man, one-girl office was over- 
taken by the organization. Its purpose? 
To save time and money. 

The depression years of 1930's helped 
the movement, for many businessmen 
discovered they simply could not afford 
private secretaries. During World War 
II, all kinds of office help were in terrific 
demand, and the central stenographic 
department really proved its worth. To- 
day it seems to be an institution that 
will remain a vitally important part of 
any large company setup. 

In such firms a carefully planned ori- 
entation program is mapped out for you, 
lasting anywhere from three weeks to 
several months. Your work assignments 
resemble school work only in that the 
finished product is proofread, corrected, 
and given back to you for retyping. 

You will probably be given your own 
personal copy of the office manual, and 
you can wager your first dollar that the 
supervisor herself labored many long 
hours over its creation. Chances are 
great that not too many years ago, she 
sat where you are—observing and lis- 
tening before advancing to her executive 
post. 
furnished with a 
dictionary, a copy of 20,000 Words, a 
book on business English, and the sincere 


You may also be 


invitation to, “Ask questions, if some- 
thing doesn’t make sense to you.” 

The supervisor will take the time 
to explain in detail each new job 
she assigns. She will teach you the 
proper forms, provide the correct sta- 
tionery and other materials, and show 
you where to find detailed  instruc- 
tions in the manual if you should forget 


her explanation. (Continued on page 36) 


TERS 


1] 













NOW DICTATE WHEREVER YOU ARE! 


INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


Book-sized transistorized 
Comptometer CORONET 
has permanent 

printed circuits and 
built-in erase bar. 

Tucks into briefcase, 
car glove compartment, 
desk drawer... 

goes where you go. 


omptometer 
rporation 

... Better Products 

to Better Business 


Send this coupon 


FOR DESCRIPTIVE 
LITERATURE! 


COMPTOMETER 
CORPORATION 


1708 N. Paulina St., 
Chicago 22, Ill. 
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ONLY FULLY 


TRANSISTORIZED 


PORTABLE 


| dictation machine with 


All controls 
in your hand 


e COMBINATION 
\ MICROPHONE-SPEAKER 





_~ —_—— — — —- @®@ ELECTRIC REVERSE 
, \“-e PLAYBACK 

\ 

New oe ee eee oe we @ DICTATE-LOCK 


“ 
---e INPUT VOLUME 
--—-------- @ OUTPUT VOLUME 


(Photos '/2 actual size) 
BYs" x 6Y%s" x 1% —4 lbs. 









omptometer 





Microphone Control. ALL operating controls are in the full 
hand-size mike. Makes dictation as easy as talking. 


Perfect Dictation Every Time. No confusing corrections. 
Just dictate new phrasing over old—perfect dictation always! 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR YOUR CORONET 


Uses same Erase-O-Matic non-slip belt as Standard Desk 
Machine. Belt can be reused thousands of times. No recur- 
ring costs as with ordinary belts, discs, cylinders—a saving 
that pays for your Coronet. Belt is easy to insert and re- 
move. Operates on 6 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 


Scaled down in all but performance, here’s big machine 
service and big new advancements, at your hand wherever 
you may be—complete portability! 


(1 Send me Coronet literature [1]! would like te see the Coronet 

















Name ___Position ‘ 

Firm — " _ 
Street_ = ae 
City — —_ State 
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TEN WAYS TO BETTER CONVERSATION. 
J. H. Pollack. The William-Frederick Press, 
391 E. 149 St.. Bronx, N. Y. Two-color. 14 


pp. 25 cents. 


Are you dull—but striving to be de- 
lightful? Sparkling conversation is one 
way to reach this goal. A good conversa- 
tionalist does more than chatter. She 
talks about what interests the other per- 
son, speaks precisely, disagrees without 
being disagreeable—and she listens at- 
tentively. These are but a few of the ten 
practical tips for talking your way to 
success. Try them. 


MONEY MANAGEMENT, YOUR SAVINGS 
AND INVESTMENT DOLLAR. Money Manage- 
ment Institute of Household Finance Corp., 
Prudential Plaza, Chicago 1. Ill. 40 pp. 10 


cents. 


Dreaming of a trip to Europe? To ac- 
complish objectives requiring money, 
one must save and invest. Booklet em- 
phasizes importance of establishing 
such goals and examines various outlets 
for saving and investing. Among these: 
banks, saving bonds, life insurance, 
pension and retirement funds, etc. Good 
“rainy day” reading and protection. 


FIRST AID GUIDE. Superintendent of Docu- 
ments, U. S. Government Printing Office, 
Washington 25, D. C. 64 pp. 25 cents. 


For those with Florence Nightingale’s 
spirit but not her knowledge. Lists first- 
aid principles before citing what to do 
when bleeding. poisoning, shock. breath 
Stoppage, fracture, etc., occur. Other in 
formation: treatment and bandaging of 
wounds, transporting injured persons, 
stocking a first-aid kit. Prepares you for 
the unexpected in home or office. 


HOW TO INCREASE THE PRESTIGE OF YOUR 
MAIL. Pitney-Bowes, Inc., Stamford, Conn. 
Two-color booklet. 12 pp. No charge. 


Points to the postage factor as influen- 
tial means of building business prestige 
through the mail. Small office practical 
ity and the pulling power of postmark 
advertising stressed. Includes numerous 
case studies and exhibits of metered 
mail. 


CAREER GIRLS’ COOK BOOK. Lois Whil- 
more. The Dartnell Corp., 4660 Ravenswood 
Ave.. Chicago 40, Ill. 64 pp. 40 cents. 


1 lusty bout with pots and pans can ease 

jangled nerves and budgets. Here, then, 
are menus to be prepared in thirty min- 
utes by the career girl turned chef. 
Recipes include meat, fish, salad, vege- 
table, dessert. etc.. servings for two. 
“How to Use” section gives suggestions 
for those partial cans and packages left 
from preceding menus. A must u hether 
you eat to live or live to eat. 
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SMITH-CORONA INTERCHANGEABLE TYPE 
makes this machine adept in every tongue 
including sign language. Accent marks, for- 
eign characters, or technical symbols are 
handled with the ABC. Typist 
changes only the type head, slipping it on or 
off the bar in seconds. From Smith-Corona 
Marchant, Inc., Dept. TS, Syracuse, N. Y. 


ease of 


NITELIGHTER for anyone who dislikes coming home to a dark house. 
It automatically switches lamps on at dusk and off at dawn, dis- 
couraging and Placed near the window and 
connected to the lights, this handsome photoelectronic unit can 
handle up to 300 watts of living room, hall, and other indoor lighting. 
according to the manufacturer. In black and gold. Price, $17.95; 
from The Fisher-Pierce Co., Dept. TS, So. Braintree, Mass, 


accidents burglars. 


STENORETTE “COMPANION,” the small port- 
able dictating dictated for that 
executive on the run. Tapes interchange- 
able with larger ofice STENORETTE. Has 
push-button operation, magnetic tape with 
thirty to fifty minutes use. Price, $199.50; 
from DeJur-Amsco Corp., Dept. TS, 45-01 
Northern Blvd., Long Island City, N. Y. 


machine, 





MEMO DATER. Be “up-to-date” with this new combination calendar 
and desk pad that stamps month, day, and year on every memo you 
write. Acts, literally, with push-button ease. Key parts are stamping 
units made of “Porelon,” a synthetic material said to hold ink in its 
pores. Manufacturer claims more than 50,000 impressions without re- 
inking. From S. C. Johnson & Son, Inc., Dept. TS, Racine, Wisconsin. 


PINT-SIZED PRINTING PRESS said to turn out 


6.000 labels an hour, labels itself the 
“World's Tiniest Flexographic Press.” 


Claims to print and to die cut on special 
paper; to score cut on gum, heat seal, or 
plain paper. Size: 9 by 9 by 9 inches. Price 
(less accessories) is $395. From Sohn Mfg., 
Inc., Dept. TS, P. O. Box 87, Plymouth, Wis. 








& SOHN _ 1 


TELEPHONE DIALER. Ring up an A for lovely 
hands with this bell-happy instrument. It 
preserves every secretary's manicure for her 
atter-hours role as a lady of leisure. Tapered 
end holds it in phone. Brass, decorated with 
attractive floral patterns. Price, $1.50; from 
International Dept. 93-TS10, 
2611 County Line, E. Gary. Indiana. 


Commerce, 
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Best News 


SMUDGE-PROOF 
Carbon Paper! 





New Solvent-Coated 


DISTINCTIVE 


from 
Underwood Corporation 


Non- smudging. Hands, clothes stay clean. 
One weight and finish does most jobs! 
Multi-purpose. Works on any typewriter. 
Cleanest. Gives sharpest, crispest copies. 
No curling. Easiest to handle. 

Longer life. Outlasts others 3 to 1. 

And it comes in the prettiest package! 


If you'd like to try this wonderful new car- 
bon paper without cost or obligation, just 
drop us a note on your company letter- 
head. Address Underwood Corporation, 
1 Park Avenue, New York, N.Y. Ask 
too for information about our unlimited 
special services, and our complete line of 
typewriter ribbons and carbon papers. 


underwood corporation} 01 
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Before you decide, be sure you’ve tried the new 
Smith-Corona Secretarial, the only office type- 
writer with lighter, livelier accelerator action ! 


+ 
Call your local Smith-Corona S th na 
representative today! mil . Oro 
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KK) ERY YEAR as the calendar turns 

toward that first Friday and Saturday 
in May. a certain percentage of the secre- 
tarial population goes . . . poof. 

It happens all over the continental 
United States, 
Puerto Rico, and it takes each victim in a 
different 


Canada, Hawaii, and 


way. Some abandon lunch in 
favor of books. Some work until the boss 
is the one to collapse—from shock. Still 
others wander through the office jotting 
down incomprehensible notes at every 
step and muttering in sinister accents 


about “unlimited 


“special agents” and 
capital.” 

The reason for this strange malady? 
They're all facing that two-day, twelve- 
the Certified 
Professional Secretary Examination. 


hour marathon known as 

This exam is the only obstacle course 
guaranteed to separate top-level secre- 
taries from average practitioners of the 
art. And an obstacle course it is, covering 
the fields of personal adjustment and hu- 
man law, business 


relations, business 


administration, secretarial accounting, 
skills, and procedures. 

\ hard exam, but worth it, according to 
the thousands who attempt it each year. 
For them, the benefits far outweigh the 
time and study involved. On the intangi- 
ble side is a feeling of self-confidence, 


gained by knowing their own capabilities. 
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This is especially true of older people who 


realize that they could handle new and 
different jobs if necessary. The practical 
side of the credit ledger offers: self-im- 
provement through further education, ree- 
ognition as a competent professional in 
the secretarial field, and the hope of re- 
sponsibility in the management area. 
Urged on by these benefits, 1,711 sec- 
retaries (including four men) have 
earned the title CPS. 


those reliable old statistics, earning it was 


And, judging by 


something of a feat. In 1958, the hopeful 
starters were 783 strong. Of these only 55 
or 7 per cent passed. Add 708 retakes, and 
the total number of attempts is 1.491. Of 
this total amount—both first tries and re- 
takes—only 239 finally succeeded in May. 

And how did it all begin? 

Nine years ago the National Secretaries 
Association was just on the brink of stir- 
ring everything up. A sociable group, the 
members often gathered for discussions. 
Soon, rather than office experiences or 
exasperations, they were discussing ways 
to single out and encourage top-level sec- 
retaries. The result? Consultations with 
business educators and management and 
then, in 1950, the appointment of the first 
Institute for Certifying Secretaries. 

The Institute is composed of 20 mem- 
bers: six from education, six from man- 
from NSA. Each 


agement, and eight 


member serves three years, and during 
that time, his function is to create and 
supervise the exam. This is particularly 
true of those members chosen from the 
field of education. Each of the six is re- 
sponsible for one section of the exam, 
writing it with the help of a special com- 
mittee of CPS holders assigned to him. 

The entire Institute meets in September 
to settle outstanding business. Then, they 
meet again in January, this time to review 
the exam, section by section. 

Among other things, the Institute sets 
standards for the applicants so that each 
candidate will have the necessary ex- 
perience and qualifications. They decided 
she must: 

1. Be at least twenty-five years of age 
by December 1 (deadline date for appli- 
cation). Either men or women may be 
certified. 
total of 
years verified secretarial experience and 


2. Have a combined seven 
full time (or equivalent) post-high school 
education, including a minimum of three 
years verified secretarial experience. Per- 
sons who have not graduated from high 
school and who have had no post-high 
school education shall have eight years 
verified secretarial experience. 

3. Have at 


tinuous secretarial experience with one 


least twelve months con 
firm. 

1. Submit the name and address of em- 
ployers so that the nature of the work 
experience may be verified and evaluated 
by the Qualifications Committee. Experi- 
ence will be computed to December | on 
current employment. 

5. The applicant need not be a member 
of the National Secretaries Association 
and does not have to be employed as a 
secretary at the time of the examination. 

So much for general requirements, but 
is that elusive CPS holder really 


like? Since the exam involves studying 


what 


(not every question can be answered by 
experience alone), it’s safe to assume that 
she is: (1) weary and (2) has tired eyes. 
Beyond that . 
with 


.. the answer lies with °58 
again and our Sherlocks of the 
statistics. 

To quote them, the average Miss CPS 
of 58 was a woman with a high school 
education. She was probably thirty-eight 
years of age and somewhat startled to 
realize that many of her companions 
at least 21 per cent—were older, some of 
them being past sixty. 

A westerner perhaps, Miss CPS of 58 
was most probably from California. If 
not, then from Texas, New York, Illinois, 
or Ohio, in that order. As for marital 
status, among the applicants for that year 
163 were married, while 399 were single. 


This, then, is (Continued on page 53 
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Roytype carbon sets 
are available with 


LETTERHEAD |: 


(or you can order 
them imprinted 


NOW 





YOUR 


with the word 
“copy” ) 











Roytype’s handy carbon sets have gotten handsomer. 


Now you can order them imprinted with your 
own letterhead, with the word “copy,” or with a 
special design for a special occasion. 


Choice of colors, too. Standard rates for black or 
red, slight additional charge for others. 


Available in a variety of sizes to suit your needs, 


that Roytype makes over 1,000 different wa 
kinds of typewriter and tabulator ribbons? 
To be sure you’re using the right one for the 
kind of work you do, talk it over with the 8 
Roytype Representative who calls on you. 


WV. 
4 
He’s studied all office jobs thoroughly. His ( 
knowledge can be a big help to you. Use it! 


“THE BEST MAN TO DO BUSINESS WITH IS 
THE MAN WHO KNOWS HIS BUSINESS” 


did you know... fe 


Marginally ruled legal sets (in red) available, too. Call 


your nearby Roytype Representative for further 
details. 


0 , F° carbon papers, ribbons, quality 
R y TYP supplies for all business machines 
Products of Royal McBee Corporation, 

World’s Largest Manufacturer of Typewriters. 


MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, c/o Royal McBee Corporation, 
Department M, Port Chester, New York 


_) Send me FREE sample of a Roytype Carbon Set. 
0) Say, what’s this about Roytype Creamee, a hand lotion for 


office use? Please send information about it. 


Your Name 





Firm Name 





Street Address 





City Zone State___—_—_ 
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Other 


Secretaries 


... from the tedium of office tasks. After all, anything a machine does, 
the secretary doesn’t have to do. The following are the suggestions 
of panel members who realize the work they save may be their own. 








Manufacturers have provided us with cleansing pads for our faces, but dirty 
hands are still a problem. No matter how careful I am, accumulated dust, 
carbon ink, and pencil smudges keep my hands filthy. 

Why not a box of desk-size tissues, treated to cleanse hands of office dirt 
without leaving them dried out or greasy? This would save the secretary trips 
to the washroom, as well as keeping her work neat and clean. 

Mrs. Gene A. Ledford, Brandon, Florida 


For years I have wanted a hole-punch machine equipped with a device to 
automatically fasten gummed reinforcements on sheets as they are punched. 
These sheets would be punched individually, or the various papers could be 
“strip” reinforced and then punched. To think of turning a loose-leaf page and 
not losing a loose-leaf page! 


Miss Doris Meyers, Cleveland, Ohio 


I’m surprised no one has marketed typewriter ribbons that are white or inkless 
on the first five inches—where they have to be handled when transferring 
ribbons. It would make secretaries a lot happier when “it’s time for a change.” 


Miss Gertrude S. Lowell. Hales Corners, Wisconsin 


Why can’t a button be placed on electric typewriters that, when depressed, 
would automatically underline the words one is typing? This addition would 
especially benefit editorial secretaries who must use the underscore mark to 
indicate all material that is to be italicized. When one is trying to meet a 
deadline, valuable time is wasted in backtracking to underline. 

Miss Janita G. Henkel, Cincinnati, Ohio 


How about a rubber stamp that holds its own ink. This would do away with 
stamp pads—and that extra motion of “inking up.” During a hot spell, even 
that’s an effort. 


Mrs. Carol Nelson, San Bernardino, California 


What the secretary—and her boss—need is an automatic “Tape-a-Day,” a 
tape recorder that would work as an oral pending file. The secretary would 
dictate future appointments to the machine, setting the correct date. Each 
morning, she could dial the date, and that day’s schedule would come to her via 
her own voice—in a message taped perhaps months ago. Nothing new. The 
proverbial piece of string merely gives way to a piece of tape. 

Mrs. J. A. McNabb, Lindsay, Ontario, Canada 





There must be some products you could use that are not yet available 
from manufacturers. Jot down your suggestions and send them to: 
Panel Editor, TODAY'S SECRETARY, 330 W. 42 St., New York 36, 
V. Y. We'll pay $5 for every suggestion used in the magazine. (In 
case of duplicates, the earliest entry will be honored.) 
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Stenograph training 
puts you 


YEARS AHEAD 
of pad and pencil 
Stenographers! 





Stenograph machine shorthand opens job 
opportunities that ordinarily require years 
of training. Faster, more accurate, the 
Stenograph can be learned easily. Profi- 
ciency is developed fast! With Stenograph 
training, you can take and transcribe much, 
much more dictation—meet tt require 

ments for really high paying jobs. It's the 
shortest way to earn far more money as a 
top management secretary, a legal or med 
ical stenographer, a court or convention 


reporter. 


SHO 


nosyayh, 


RTHAND MAC 


HINE 


SCCOCSHSCSSSSSSSESEEEEEEES 
STENOGRAPHIC MACHINES, INC. 


8040 North Ridgeway Ave., Skokie, Ill. 


T-1059 


Please send me more information about Steno- 
graph machine shorthand. 


name 





address 





 — 


zone 


state 





present position 


school___ 
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Today’s secretary becomes a real “junior executive” 





with Edison Voicewriter dictation. 


“My Voicewriter helped me become a 


Junior Executive !” 


Decestaricn with an eye to broadening 
their job responsibilities recognize a 
good friend when they see one. That's 
why they’re enthusiastic in their praise 
of Edison Voicewriter dictation. 

When the boss uses a Voicewriter .. . 
you're freed from the time-consuming, 
laborious—sometimes nervewracking 
chore of taking shorthand notes and 
then transcribing them. You can devote 
that time and energy to the more 
pleasant, and more profitable, junior 
executive tasks that increase both your 
prestige and your income. 

And think of this advantage. When 
you're in a workload jam... it’s easy to 


A product of Thomas A. Edison Industries. McGraw-Edison Company, West Orange, N. J. In Canada: 32 Front Street W., Toronto, Ontario 
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pass along the Voicewriter Diamond 
Disc to another secretary without the 
problem of her reading someone else's 
shorthand notes. The boss’s voice comes 
through crisp and clear—transcribing is 
quick, easy and accurate! 

Here’s another important thing to 
remember about Voicewriter . . . it’s 
made by Edison. Every Voicewriter user 
enjoys the benefits of Edison’s more 
than 70 years’ experience in the office 
correspondence field. And you can rely 
on today’s ahead-of-the-field Edison 
Voicewriter for outstanding, trouble- 
free performance day in and day out. 


Have we made a new friend? 


Edison Voicewriter 





Let us prove there’s 
nothing like Voicewriter dictation! 
Ask your boss to let you call the Edison Business 
Consultant in your area for a Voicewriter tryout 
so you can both see real dictating equipment in 
action. For free literature write Dept. TS-10 at 
the address below. 
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@ THE AVERAGE SECRETARY starts out each day with the com- 
fortable feeling that she knows pretty much what’s going to 


happen. True there'll be unexpected phone calls, an un- 


announced visitor or two, at least one minor crisis caused by 


an error somewhere along the way. But most of the day’s hap- 
penings are listed on her daily calendar—and mail, dictation, 
and typing take up a major part of any nine-to-five routine. 
Not so Alice Miller. As she mounts the stairs at 30 West 
56th Street she may have a hazy idea of what’s on the agenda, 
but more than likely even that will be subject to change. She 
may be greeted by a request to find a human foot, to go rowing 
in Central Park, or perhaps just to find the ingredients for a 


luncheon for five. It may be a rush call to pick up evening 
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dresses, a stint of “poodle watching.” an hour of talking 
to a handsome male with a gleaming smile and a blond 
crew cut. 

Just about everything can—and does—-happen. Says 
Alice in a satisfied tone, “No two days are ever alike.” 

Lest you think that such a job sounds too exciting to 
be comfortable, or even too good to be true, let us hasten 
to assure you that such is not the case. The job. the 
secretary, and the boss do actually exist—all in an 
atmosphere of relaxed confusion. 

Take the boss. Alice works for Maria Martel, a 
slender dynamo of a woman who can stand behind a 
camera and come up with amazingly beautiful results. 
Her main field is fashion. a fact readily apparent even in 
her own appearance. With carefully coiffed hair. a 
tailored blouse, an armload of gold bracelets. a myriad- 
pocketed skirt that she designed herself, she resembles 
the chic models found on any page of Vogue or Harper's 
Bazaar. A woman of many talents—sculpting, cooking. 
writing, designing—she speaks in the deep accents of 
her native Venezuela. Her dark eyes gleam behind 
purpled lenses; her graceful hands follow her spoken 
thoughts in ever-changing patterns. 

Take the secretary. Alice Miller is a small, peppy 
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woman with pretty blue eyes, an eager-to-please smile. 
and—we soon discovered—an aversion to being photo- 
eraphed. “Not me can't 
fake the shots,” 


around trying to get her on film. 


just include my back 
you she kept pleading as we dashed 
Finally the job itself. As indicated, the secretary to a 
fashion photographer leads a many-faceted life. Alice’s 
at 4:30. 
The hours are a concession by an understanding em- 


day begins promptly at 9:30, ends—usually 


ployer to the mother of a teen-age daughter. In between, 

on any day and every day, there's many a fantastic 

happening. 
“That foot.” 


album of records being made by 


““was for the cover of an 
, the S. 5. 
Perelman. One of his tales dealt with the morbid feeling 


Alice reminisces, 


humorist 


he used to get when he passed a certain shoemaker’s 
window and saw the skeleton of a foot hanging there. 
Miss Martel thought it would make an ideal cover prop. 
“I searched in the secondhand stores up and down 
Third Avenue looking for a foot. Finally I found one 
when Mr. Perelman walked into the studio for the 
picture session, he took one look and turned green. 
That was the end of that particular prop. 
“Then there the 
bridal scene. Who had to press the 


were shooting a 


of 


was morning we 


lress me, 
course. My heart was in my mouth the whole time 
$300 worth of silk and lace could have been ruined by 
one false move. 

“And that afternoon two days before Christmas 


we had a rush job to get out, and the client decided an 


hour beforehand that he wanted the model shot two ways 


in a nurses uniform—complete with thermometer 


{ look at one 
Varia 


secretary's busy—and fascinating—day. Left: Alice 


Vartel 


Pons 


just 
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une decorative touch in a room filled with many. B elow: 


Ville 


and Bob Spears in an advance look at contact pr 


the 


ints, 


and in a blouse and skirt. We had the uniform 
we didn’t have a thermometer or a blouse. 
“Out | dashed with my last $8 in hand. headed for 


in hand- 


the blouse counter at Bloomingdale’s. That proved to be 
three-feet deep in last-minute shoppers. No chance there. 
After several other false attempts I ended up at the 
Bermuda Shop and managed to get a blouse—and have 
enough left over for a thermometer. At the drugstore, 
incidentally | had to forget all the manners I'd ever 
been taught managing to make an end run around 
a swarm of perfume shoppers to make the deadline.” 

Christmas, Alice told us, is always an especially hectic 
time at the studio. There are thousands of cards to be 
sent out. Her job: to send and stamp them. There are al- 
most thousands of presents to be bought and wrapped. 
She may be asked to assist on the buying end—by this 
time she knows every counter at Bonwit Teller’s and Jen- 
sen’s—but, “I bypass the wrapping. When you have an 
artistic boss, it’s better to leave it to her.” 

Last year there was extra excitement. Maria Martel, 
at the instigation of her daughter, decided to have a 
Christmas for the away-from-home cast of the 
Not that she knew any 


of them personally. She just felt that some American 


party 
English musical “Salad Days.” 


hospitality would make their holiday a little brighter. 
“We had turkey, hams, paté, Christmas stollen, cook- 
the works . 


five guests.” 


ies. . and about one hundred and seventy- 


Phone calls 


and from clients, agencies, models, manufacturers. Bills 


There are more mundane tasks. too. to 


to be sent out, and bills to be paid—Alice handles Miss 
Martel’s personal bookkeeping 


(Continued on page 54) 
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forces to discuss the “Martel touch.” 
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HARMONIZING WITH THE BRASS 


HEN IT COMES to getting along with the boss, 

most secretaries have no trouble. But let another 
executive enter upon the scene and many a girl loses all her 
self-confidence. She finds it hard to say and do the right 
thing then, because she is overly concerned about mak- 
ing a good impression on the “brass.” 

“I get tongue-tied when a vice president talks to me” 
is a common admission. Title and rank induce a feeling 
of awe—poise disappears. 

What makes some of us feel that way? What can we 
do to bolster self-assurance? How should we act in vari- 
ous situations with the “brass.” 


The Proper Perspective 


lt may help you to learn how to talk to top executives 
if you get a better perspective on them. You may have 
worked for your boss for a few years—thus you know 
him fairly well. You are aware of his likes and dislikes. 
But when you started working for him, weren’t you a 
bit nervous and unsure of yourself? He’s an executive, 
and you have no trouble dealing with him; if you knew 
the other executives better, you would lose that initial 
awe of them, too. These men are much like your boss in 
many ways. They have similar goals, projects, and prob- 
lems. Why shouldn’t they respond to the same con- 
siderate treatment you show your employer? 

Another thing to remember is that “the bigger people 
are, the nicer they are.” You probably have discovered 
this truism for yourself. A secretary to the chairman of 
the board of a large construction company commented: 
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“My boss seems unapproachable to outsiders, as he’s 
terribly busy. But he is always considerate of me and 
the other employees. He's easier to get along with than 
any other boss I’ve had, and the others were much 
farther down on the business ladder.” 

If the executive has a job involving a good deal of 
public contact, he probably has an innate liking for 
people. Part of any man’s success depends upon his 
ability to get along with others, to get things done 
through them. There’s no reason to be afraid to talk to 
the “brass.” 


Inferiority or Superiority? 


If a secretary feels self-conscious when superiors are 
around, she should think twice. It is a popular belief 
that self-conscious people have an inferiority complex. 
But the opposite may be true. Self-consciousness often 
stems not from a feeling of being inferior, but from feel- 
ings of pride or superiority. The self-conscious person is 
afraid to say or do anything because if she makes a mis- 
take, it will show that she’s not superior to others. 


Overcoming Self-Consciousness 


There are several ways to overcome self-consciousness, 
no matter what its source may be. A fashion co- 
ordinator for a Chicago department store dispelled this 
feeling by telling herself each morning for six weeks, 
“I am terrific!” She admitted that she laughed at the 
thought the first few days. “But by the end of six weeks, 
I began to believe it.” 
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Another woman, an office manager, confided, “I al- 
ways used to wonder what the girls in the office thought 
about me and what kind of impression I was making on 
the big brass. This constant preoccapation was a handi- 
cap. 

“When I told a good friend about my problem, she 
snapped me out of it with one brusque question, ‘Just 
who are you that you think everybody's watching you?’ 

“After that, I relaxed. “Be yourself? is still the best 
advice anyone can give or take.” 

The foregoing ideas should help you be more at ease. 
Now here are some suggestions for handling specific 


situations involving executives. 
Going Up 


“Every morning, I ride up in the elevator with the 
chairman of the board. What should I say to him? He 
doesn’t know my name, but he knows I’m an employee.” 

A pleasant “Good morning, Mr. Adams,” said with a 
smile is sufficient. Someone once said that the sweetest 
sound to any man’s ear is his own name. People, even 
important people, like to know that you recognize them. 

One young woman among three being considered for 
a promotion got the post because the company president 
recognized her as “the girl who's always so cordial when 
| see her in the hall.” 


Who's Afraid of the Big Bad Brass? 


“Whenever one of the top men asks me to do any- 
thing, T can’t concentrate on the assignment for fear I’ll 
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make a mistake. I hesitate, fumble, act stupid.” 

You can reinforce your courage by reasoning that 
they wouldn’t assign work to you unless they thought 
you could handle it properly. And take heart from this 
story told by a successful businesswoman. “Years ago, I 
acted as a substitute for any secretary who was absent 
or on vacation. Finally, the president's secretary left for 
her two weeks with pay. I was as shaky as a bow! of jelly 
at the prospect of replacing her. 

“When I reported to the president, he asked me 
whether I thought I’d like working for him in her ab- 
sence. | said | would do my best, but I was a little awed 
by him. He laughed and told me there was nothing to 
worry about, we'd get along fine. He went out of his way 
to be nice to me so that I wouldn’t be nervous or ill at 


ease. 


Yes Sir, No Sir, Ulcer 


“Our employee relations manager often asks my 
opinion about different employee benefits and _ policies 
he is considering. I’m flattered, but I don’t know 
whether he wants an honest opinion or not.” 

Many secretaries are asked for their opinions on mat- 
ters concerning employees’ welfare. They are consulted 
because they can keep confidential information to them- 
selves and because they are representative employees. 
So, if you think an idea has merit, judging from your 
knowledge of other employees’ viewpoints, endorse it 
heartily. If an idea doesn’t seem sound or worthwhile, 
explain your feelings and the reasons for it tactfully. 
Your opinion may save the company a lot of work and 
money that would be wasted on a project the employees 
don’t want. 


Ladies and Gentlemen 


“My boss, several of his associates, and I belong to an 
office management association. The programs are inter- 
esting, but I feel conspicuous when I’m the only woman 
there. | don’t know what to say to the men.” 

Keep going, and more power to you. So many women 
stay away from associations that would be beneficial to 
them, just because they are outnumbered. 

Asking questions is a good way to start conversation. 
Inquire about families, hobbies, or sports; comment on 
the good food; ask about the speaker or about current 
projects at work. One good question that hits home is all 
you need. Don’t try to impress the men with your knowl- 
edge; they'd rather impress you with their wisdom. 

And don’t feei like a sore thumb because you're a 
woman. Make the most of it. A roomful of brown, navy, 
and gray suits is drab, so wear a bright-colored dress or 
suit and your most fashionable hat. Nothing beats a 


crazy feminine hat as a conversation piece. 
Rn. 5.7. Ps 


“My boss must call frequent staff meetings, although 
some of the men outrank him. How do I tell a vice presi- 
dent that a department manager wants him in his office 
right away?” 


The trick is to extend an (Continued on page 62) 








“— 
arewell the tranquil mind; farewell content!” 

Devotees may insist that Shakespeare wrote those 
lines for Othello. but | disagree. | think they were writ- 
ten for the benefit of executives whose secretaries have 
just resigned. They give the gentlemen something more 
poetic to say than, “You can’t do this to me!” 

For it’s true that given a choice, almost any executive 
would prefer observation duty in the nose cone of a four- 
stage rocket to working with a new secretary. Chaos not 
being very conducive to peace and tranquility, I can 
readily understand why. 

But, as a personnel director who has seen many secre- 
taries come and go, I'd like to correct one very wrong 
impression. Contrary to what their employers believe. 
new secretaries are not the main causes of confusion. 
Based on experience and observation, it seems to me 
the success or failure of Operation Change-Over—as | 
call it—depends mostly on the secretary who's leaving. 

Maybe you've never been in the position of outgoing 
secretary. In that case, it’s reasonable to assume you 
were indoctrinated by one—after all. you had to start 
somewhere. And chances are, before your secretarial 
days are over, you'll be training a replacement yourself. 
If so, take note of a few simple suggestions. 

These suggestions have very little to do with the ordi- 
nary things that must be done when training the new- 
comer—introducing her to people, explaining routine 
office procedure, and so on. Rather, they are concerned 
with the intangibles that a great many secretaries are 
inclined to overlook. And, I might add, with the em- 
ployer who is mad, hurt, dismayed. and/or thoroughly 
disgusted with the mere idea of a new secretary. 

Number one: whatever you do, please set a definite 
date of departure—and stick to it. Regardless of the cir- 
cumstances, don’t ever make the mistake of promising 
your boss you'll stay until a “satisfactory” replacement 
can be found. The reason is obvious. He simply won't 
find one. 

After all these years, I should be accustomed to the 
inane reasons top-level executives can find for not hiring 
qualified secretaries—as long as there’s a chance of 
hanging on to the incumbents. But just recently, I heard 
a new excuse. 

By actual count, this particular executive had inter- 
viewed and rejected twenty-three applicants. Along came 
number twenty-four. She passed the battery of tests with 
flying colors. As far as we in Personnel could tell, this 
virl had everything—intelligence, tact, excellent refer- 
ences, sound experience, and a great deal of personal 


charm, 
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But ten minutes after Mr. Executive interviewed her. 
he called me and said, “Keep trying —this one won't do 
either.” 

“And why not?” I demanded. “That girl has more 
than the necessary qualifications, and you know it. Give 
me one good reason W hy she wont do.” 

“I'll do better than that.” he snapped. “I'll give you 
two. She's red-headed and left-handed, that’s why.” 

For the record, Mr. Executive's secretary of five years 
standing finally threatened to walk out and not look 
back, unless he came to a decision on her successor. 
There was quite a scene. It also created a rather hostile 
atmosphere for the young lady who was eventually 
selected as the “satisfactory” replacement. 

I’m not saying a secretary should give only the ac- 
cepted two weeks’ notice and let it go at that. As the out- 
going secretary, you are the best judge of how long it 
will take to train your successor. | am saying you should 
allow enough leeway for a replacement to be chosen. 
plus a sufficient amount of time for her training. Then. 
based on those allowances and discarding any misguided 
sense of loyalty, you should decide on a definite date to 
leave and thereafter refuse to let anything or anybody 
change your mind. 





OPERATION: 








change-over 





You'll be surprised 


and perhaps a little chagrined- 
to find how quickly your employer can decide on exactly 
the right replacement. 

The moment that decision is made your job begins. 
From there on, it’s up to you to train your successor so 
well that Operation Change-Over will hardly be noticed. 

Let’s not kid ourselves. Secretaries wouldn’t be human 
if they didn’t enjoy praise—especially the “you're my 
right hand, what'll | ever do without you?” variety. 
And when a secretary leaves there’s often a small temp- 
tation to prove just how indispensable she really was. 

It’s not deliberate, of course. She teaches her successor 
every single thing that can be found in the manual of 
standard office procedure. But what about the things 
every good secretary files away in her head? These are 
the things, the little things, that can make or break 
Operation Change-Over. 

I know a girl named Margaret who bequeathed her 
successor a self-authored manual of instructions. Mar- 
garet called it, “The Secretary's Guide to Mr. Brown,” 
and in it she wrote down everything she could think 
of that might help her replacement. 

One page listed names, titles, addresses, and even the 


proper salutations—such as “Dear Joe” or “Dear Mr. 
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Jones” —of the people with whom Mr. Brown frequently 
corresponded. The majority of men fail to dictate such 
pertinent information. Generally, they say, “Take a let- 
ter to Joe,” and then become irritated when a secretary. 
even a brand-new one. asks for a clue as to Joe who, of 
what company, in which city. In addition to solving this 
problem for the girl who replaced her, Margaret’s 
thoughtfulness saved a lot of wear and tear on Mr. 


blood 


main subject of another page. 


Brown’s pressure—which, incidentally, was the 

“Don’t lose your head.” cautioned this page, “when 
Mr. Brown instructs you to ‘take a letter to Bert, send 
a wire to all field representatives, get my wife on the 
phone, and hand me my cigar,’ all in the same breath. 
You can surmise, correctly, that one of his pet ideas has 
just been rejected by the upper echelon. Do whatever 
seems most likely to lower his pulse. Hand the man his 
cigar.” 

Another page dealt with Mr. Brown’s personal peeves 
and prejudices. “He’s a dedicated Republican, likes 
modern art, detests severely tailored suits on women, and 
would consider any offer to gift-shop for his wife an 
invasion of privacy.” 

Other pages had a brief history of the company, 
short descriptions of the company products, and loca- 
tions of the various factories. 

Still another dealt with office personnel—particularly 
those people with whom Mr. Brown had the most deal- 
ings. Stopping short of office gossip or dealing in per- 
sonalities, this page gave the new secretary some idea of 
the people who carried the most weight with Mr. B.- 
those on whom he relied most heavily, and those whom 
he considered as personal friends. Every word was de- 
signed to help the new girl fit in swiftly and easily. 

This particular girl, by the way, had a chance to try 
her wings prior to Margaret’s departure—a practically 
unheard of situation in most offices. 

An employer, who doesn’t want a change in the first 
place, welcomes a new secretary with the enthusiasm 
usually reserved for an increase in income tax rates. He 
adopts an “ignore it and maybe it will go away” attitude 
toward her. She’s there, and he knows she’s being trained 
to handle his work, but when it comes to taking his dic- 
tation, or placing his calls, or sitting in on his confer- 
ences, he wants good old Susie, just as long as Susie is 
available. 

Some secretaries, however, have established a certain 
degree of comradery with their employers. It was easy 
for Margaret to say, “Now, look, sooner or later you'll 

(Continued on page 51) 
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EVER find that when congratulations are in 


| lho 


order you are tongue-tied 





especially if the boss 
asks you to write a congratulatory note for him? There's 
no need for concern. It takes just a bit of research and 
thought on your part. 

There are fewer “rules” to the game here than in 
most areas of letter writing. Yet the letter of congratula- 
tions has become increasingly important in business be- 
cause it is a good-will builder. As price and quality 
hecome more standardized, good will becomes more of 
an influence in the customer’s decision on where to 
place his business. 

A simple Congratulations is rarely suflicient. To be 
meaningful, your letter should: 

¢ mention the reason for congratulations 

¢ show the relationship of the writer to the reader 

© be appropriate to the occasion 

Here are some points to consider as you get ready to 


wise <...« 


Vention the reason \ecause several things often happen 
at once, as you well know. Maybe just at the time his 
boss presents a man with a promotion, his wife presents 
him with a new son. You may hear of one of these 
events and send a note. But if you simply say Congrata- 
lations, the recipient has ho idea which piece of hews 


has reached you, It's best to sper ify. 


Show the relationship because it just doesn’t make sense 
to keep people guessing about who is sending congratu- 
lations. This doesn't apply to friends of course—they Il 
have no trouble placing you. But strangers and some 
acquaintances may wonder why you're taking the trou- 
ble to write to them. And more and more congratulatory 
notes are being sent to strangers and to slight acquaint- 
ances. 

If he’s an acquaintance, find out if he’s someone 
whose path has been crossed once or twice, infrequently, 
or a long time ago. If so, youll be wise to jog the 
readers memory about the writer, This can be done by 
a reference to mutual friends or the mention of a shared 
experience, 

\ stranger may well ask himself “Why is this fellow 
writing to me?” Let him know. It may be simply be- 
cause you admire him-—or it may be to stimulate busi- 
ness. If it’s the latter, don't just hint; state your case. 
Your reader will be more receptive if you show him 


exactly how your business fits into Ais life. 


Be appropriate because if you say the wrong thing—or 
say the right thing in the wrong way—you destroy good 
will. What you say and how you say it is largely de- 
termined by: 

* the status of the person you're congratulating 

* the nature of the event that occasioned congratula- 

lation: 

* the purpose of your letter 

As to status you take a formal approach with 
dignitaries, older persons, and most strangers. 


Friends, contemporaries, and most acquaintances are 
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Dear Paul: 


When we met at the Harrison’s cottage 
labor Day weekend, | didn’t realize 
there’d be cause for congratulations be- 
fore the year was over. Your appointment 
as assistant to the president is certainly 
a well-deserved honor. Sincere congratu- 
lations to you! 

As you'll perhaps recall, we discussed 
the possibility of our lending a hand 
with your advertising. Your new responsi- 
bilities may leave you with less time 
than ever to devote to promotion. Why 
not let us show you how we can increase 
your sales? 

You‘re probably pretty busy, so I'll call 
you next week to see when we can get 


together for lunch. 


Cordially, 


Dear Fred: 


They couldn’t have chosen a better 
chairman for the Fiftieth Anniversary 
Dinner! An old friend extends not only 
congratulations but an offer to help. 


Just let me know what ! can do. 


Sincerely, 


A new baby. How wonderful! 

With all there is to think of at an 
exciting time like this, a father some- 
times forgets that life insurance is more 
important than ever. Don’t overlook this 
item in your family’s security program. 
Why not have your program reviewed to 
be sure it is adequate and up to date? 

I'll call you at the beginning of the 
week to find out when it will be con- 
venient for you to see me for a short time. 


Sincerely, 


Dear Dr. Smith: 


| learned with real interest that you are 
to be the new rector of the cathedral. Our 
brief chat at the last synod meeting left 
me with the impression that you ore not 
only sincere in your desire to effect some 
reforms but that your experience quali- 
fies you to do so. 


May | offer sincere congratulations to 


you and best wishes for success in your 
endeavors. 


Respectfully yours, 


(Continued on page 50) 
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treated informally. with the nature of the friendship 
determining the degree of informality. Recollection of 
a shared experience lends a personal and pleasant tone; 
a “let’s-get-together” suggestion makes a warm, sincere 
closing. 

Events such as appointment or election to high office 
or the conferment of a great honor call for dignified 
congratulations. 

{ promotion, a graduation, the opening of a new 
business, or the successful completion of a special assign- 
ment are usually dealt with somewhat informally. But 
be sure to keep the status of the person in mind. 

Personal events such as a birthday, a marriage, an 
anniversary, or the birth of a baby generally receive the 
most informal congratulations. 

The purpose of your letter poses no problem if it is 
solely to extend congratulations. But if you also in- 
clude business, you must blend the subject sensibly with 
the rest of the picture. If you can’t work it in smoothly, 
forget it. 

For instance, someone who sells office supplies can 


appropriately mention this when he sends congratula- 













ee 


by Jacquelyn Wentzell 


'“@@ gl? “es Ones & © 


1 N 
© aH tT eo’ 


ii) | dad | ied | lead | LT Dek eh) Ti! | Sto | 


ce 





tions on the opening of a new business. But he’d have a 
hard time interjecting business into a letter congratulat- 
ing newlyweds. . 

Not so the furniture dealer. When he offers felicitations 
on a marriage, he is quite within the bounds of good 
taste to suggest that the couple stop in to inspect his 
merchandise. 

Also appropriate to the occasion is the publisher who, 
in extending good wishes to the graduate, includes a list 
of books. Keeping up with new trends in his field is 
essential to anyone’s success. 

And the insurance agent does a real service when, in 
a letter of congratulations on a new baby, he reminds 
the father that his insurance program should be reviewed 


to be sure it fills his present needs, 


HERE ARE SOME EXAMPLES. In each can you determine: 
1. the reason for congratulations 
2. whether it’s to a friend, an acquaintance or a 
stranger 


3. the main purpose of the letter 


—~ 
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(Answers on page 5 
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FIYHERE’S A RECORD for everything these days. 


Records to sleep by. to baby-sit by. even records to 


make hors d’oeuvres by. But number one on the secre- 
tary’ s “hit parade” are discs designed for dictation. 

Practicing shorthand by “platters” entered the steno 
scene sometime between piano rolls and Presley. At the 
complaint of a hoarse parent of a hopeful stenographer, 
no doubt. For records were—and are—an opportunity 
for learning shorthand during everyone’s leisure. 

Dictation records make it possible for the shorthand 
writer to practice when, where, and how she wishes 
without bothering anyone else. They provide not only a 
continuing supply of material, but dictation that is pre- 
cision timed. This timing is essential to shorthand writ- 
ing. The untrained dictators you now recruit for extra 
practice probably have difficulty talking at varying 
speeds of 60, 80, and 100 words a minute. Not so with 
records, If waltz tempo is your pace, you simply choose 
one of the slower dictations with basic vocabulary. If 
you prefer a more hectic beat, high-speed recordings 
with advanced dictation are available. 

Indeed, there is a record for your every need. As a 
beginner you may start with’ recordings emphasizing 
brief forms and essential phrases, then progress to busi- 
ness letters at varying speeds. If you’re anxious to ap- 
proximate office conditions, discs with on-the-spot correc- 
tions and insertions are available. In addition, there are 
specialized records for legal and medical secretaries. 
courtroom reporters, etc. The dictations are recorded in 
speeds ranging from 40 to 250 words a minute and in 
15, 33%, and 78 rpm series. Just choose a subject and 
speed, then spin it! 

And records are obliging. Aunt Anna may rebel 
against repeating copy until you get down every word, 
but by moving the needle a notch, your record will go 
over and over—on and on. Such repetition is an excel- 
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ONE 
FOR 
THE 
RECORDS 


lent means of improving skills—and measuring your im- 
provement. 


Unlike the majority of today’s records, dictating discs 





are appreciated by all ages—experienced secretaries as 
well as students. The latter find they provide at-home 
exercise on work once available only in the classroom. 
This added practice often leads to higher marks and, 
eventually, to better job offers. Secretaries seeking pro- 
motions use the records to increase their shorthand 
speed. whereas girls who do not get much dictation at 
work find them helpful in maintaining speed. 

Of course. the assistance derived from dictating records 
depends on how you use them. To reap the full benefit 
of “platter” practice, the following system is suggested: 
Before playing the shorthand record, study the preview 
or lesson accompanying it. Try writing letters at a speed 
higher than your normal pace, as this is the only way to 
increase output. Write down every word you hear. Some 
of your notes may be illegible while maintaining such 
speed, but this indicates that the mind is forcing your 
hand to write faster. As soon as your mind becomes ac- 
customed to thinking of the shorthand outlines at the 
same speed, your notes will grow in legibility. You'll be 
on your way. 

Continue writing the dictation until you miss a word. 
When this happens. start the record over again. On the 
next try, you should succeed in writing several more 
words. Continue in this fashion until you write the entire 
letter correctly.. But remember, speed is useless without 
legibility. At the end of each speed session, practice writ- 
ing your outlines slowly and precisely. By working with 
an eye toward both, the twain will meet to form short- 
hand perfection. 

Everyone for the records. And why not place dictating 
discs in juke boxes? What better way for Jack to work 
and play than a steno jam session! 
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girl behind the desk. 

! good example 
this sheer worsted tweed 
by R& K Originals. 
Double-buttoned plastrons 
add interest to the 
high neckline, the softly 
gathered waistline. 
thole effect elegance, 
inderstated, Sizes 9-17, 
10-18, About $25. 
lohn Frederics 


Hat 


“Charmer. 


For those desk-to- 
date occasions 
a wool crepe sheath 
with newly im- 
portant cape 

5 | See Vv é€ fi 
($17.95). 

At five— 

add jewel- 

ry, bag, white 
gloves, and 
most impor- 
tant, a satin Obi 


with your monogram. (For easy- 


to-make sash directions, see page 57.) 





























Left: Pleats that won't come out. even after a day at the desk. Nancy Greer uses them to give ease to 

the slim silhouette. Added assets: the casual neckline, the right-length sleeves. Brown or grey Arnel/Orlon. 
Sizes 10-18. $19.95. 

Right: Tabbed for fashion success—an all-wool jersey sheath. Nice notes: the button trim, the matching suede 
belt, the numerous colors—beige, French blue, black, slate green, red. A Nancy Greer design. The price 


about $18.00. Where to Buy—See page 58. 





ARE YOU FAILING 


BOOST YOUR SHORTHAND SPEED AND GET 
























Look What Users of 
Dictation Discs 
Say About Them! 












“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously.”’ 

MRS. R. L. HENDERSON 
Portland, Maine 
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- Records are UNCONDITION fees 
yo be free from a en fee 
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A guarantes’ ~ 
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You must be satisfied 











“I am a teacher of Gregg 












MB BD eB. These Giants of American refunded in full 
Discs have been very valua- Industry Use Dictation Discs ————— 
rd a ae ‘cannes In Their Training Programs : 
dictation by these records.” 
MISS BETTY BURNS Prudential Insurance Co. 
Weldee, Res ter Western Electric MESSAGE TO TEACHERS 
General Electric With Dictation Disc records repetition is the 
Eastman Kodak fundamental key to speed. This is so because 
inte: euiliees de denen Tempo Aircraft every record we have is made up 75 per cent or 
ords faithfully I gained National Carbon Co. more of the thousand commonest words—and 
enough confidence to International the thousand commonest words represent 75 
ee ananaienatatee. Correspondence Schools | per cent or more of running English. Every 
ton. was given a test Socony Mobil Oil Co. rae your ae my mapratenee > Dise yer 
steno position within Federal Reserve Bank hed Rg gage ro uate Yr ys wr 
two days.” Tennessee Valley Authority i re oe ee ee ee ee ee 
CAROL WETZEL : matter that will ever be dictated to them. Con- 
Dayton, Ohio LaSalle Extension sidering this you can well imagine the vast 
University speed gains that can be made through Dictation 
Central Railroad of Dises. Over 8,000 shorthand teachers have al- 
“T like to use records for my New Jersey ready displayed their interest in Dictation 
shorthand classes ...I find . PLUS MANY MORE Discs for their students. 


the Dictation Disc Com- 
Ppany’s records fit my needs 
well for practice and speed 
building.” 
MRS. VIRGINIA RANKIN 
Twin Bridges, Mont. 





Dictation Diee Co 


170 Broadway, New York 38, New York 
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SHORTHAND? 


PASSING GRADES—THROUGH RECORDS 


Here is the quick, easy, modern way to develop 
shorthand speed and accuracy. 


Dictation Discs provide the best home dictation 
practice you can have—inexpensive live dictation 
at home, by our staff of expert dictators. Snap your 
finger, or rather, flick the switch; and one of our 
teachers starts dictating to you at whatever speed 
you select. All the material he dictates is specially 
selected and precision timed, calculated to build 
speed quickly through planned repetition practice— 
developing rhythm, a smooth, flowing writing style, 
and consequently speed. All this at your own con- 
venience. With records you're never limited. You 
choose your own speeds and keep writing just as long 
as your hand feels like moving, and each succeeding 
day you’re writing faster and faster. 


Remember your shorthand is one of the most im- 
portant subjects you study in school. Your shorthand 
speed determines your income and the job you will 
get and hold when you graduate. 


To get the Dictation Discs you want—send no 
money now. Simply check the ones you want in the 
coupon and mail in at once. When your records arrive 
pay the low price indicated plus C.O.D. and handling 
charges. Or enclose cash, check or money order now 
and we will ship your records postpaid. Either way 

-Dictation Discs MUST do everything we say they 
will or you may return them for full refund. Mail 
the coupon now. 


DICTATION DISC COMPANY 


15 minutes dictation 
on each 45 rpm record 


10 minutes dictation 
on each 78 rpm record 








45 minutes dictation 
on each 33'/, LP record 





DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 





BRIEF FORMS AND PHRASES 
AND SPECIAL VOCABULARY 


If your current speed range is 
70 words a minute or below then 
these two sets are a must for you. 











Special Set No. 38 comprises 
31 different business letters con- 
taining 2,442 repetitions of the 
BRIEF FORMS and 572 repeti- 
tions of the PHRASES, dictated 
in speeds of 60, 70, 80 and 90 
WPM. Each of the four records 
contains every brief form. 





Special Set No. 39 contains 
more than 2,000 repetitions of 
the 500 COMMONEST WORDS 
dictated into 31 different letters, 
also in speeds of 60, 70, 80, and 
90 WPM. 











ASK YOUR TEACHER ABOUT 
DICTATION DISC RECORDS. 


78 rpm—$5.25 per set 


(] Set No. 61 





170 Broadway, Dept. TS-10 
New York 38, N. Y. 





Please send me the records indi- 
cated. On arrival I will pay price 
indicated plus COD and handling 
charges. I must be delighted or 
may return record(s) in 10 days 
for full refund. 


[ enclose full payment now, 
please ship records postpaid. 


NAME 


ADDRESS 


ee ZONE STATE 


October. 1959 





[] Set No. 38 
60, 70, 80, 90 wpm 


4 records—brief forms 
& phrases, 3! different 
letters, 3,570 words of 
dictation 


[] Set No. 39 
60, 70, 80, 90 wpm 


4 records—500 common- 
est words, 31 different 
letters, 3,426 words of 
dictation 


[] Set No. 40 
40, 50, 60 wpm 


4 records—32 different 
letters, 2,500 words of 
dictation 


45 rpm 4-record sets $5.75 ea. 


[] Set No. 41 
60, 70, 80 wpm 


4 records—32 different 
letters, 4,000 words of 
dictation 


[] Set No. 42 
80, 90, 100 wpm 


4 records—32 different 
letters, 5,000 words of 
dictation 


[] Set No. 43 
100, 110, 120 wpm 


4 records—3! different 
letters, 6,000 words of 
dictation 


60, 70, 80, 90 
3 records—2,500 words 


(] Set No. 62 
90, 100, 110 


[] Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


] Set No, 50 
Legal Dictation 
4 records—5,000 words 
of legal dictation, 
speeds 80 to 120 wpm 


(] Complete Course 
on 45 rpm....$18.75 
includes Sets 41, 42, 43, 
and 44—16 records, 119 
all different business 
letters . . . 25,000 
words of dictation, 5 
different instructors. 


[] Same as above, 
but including Sets 


No. 38 & 39 $26.75 : 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 





3 records—3,000 words 


[] Complete Course 
on 78 rpm... $14.50 


9 records—60 to i50 
wom 


33% LP $8.75 per set 


[] Set No. 71 
60 to 100 
2 records—7,000 words 


(] Set No. 72 
90 to 130 
2 records—i0,000 words 


[] Complete Course 
on LP. $16.50 


4 records—60 to 130 
wpm 











VER BEEN so busy that you wished you had another 

pair of hands? 

Well, believe it or not, you do. Every working girl 
does. The second pair just won't show until you put the 
dust cover on that typewriter and close the office door 
behind you. It’s then that you'll notice your lady-of- 
leisure hands, kept for special occasions after five. 

Ten perfect nails—and only two hours ago you were 
ready to bite all ten. Self-control won out, but if it 
hadn't, there was always the emergency kit in your desk 
drawer. Soap, nail brush, nai! file, polish and polish re- 
mover, hand lotion and cuticle remover—all ready fo1 
the occupational hazards of pounding a typewriter. 

It's an emergency kit that’s matched by a bigger and 
better collection at home, for beauty is more than a nine 
to five job. And hand care involves more than fancy 
palmistry. Remember, “The wrist bone is connected to 


Lemons for a white complexion, lotion for a soft 
complexion ... and lovely arms for a lovely miss. 
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the elbow bone” and so on up the anatomical ladder. 
That means your arms deserve some care. too. 

Begin, though. with the hands. Rule number one for 
“hands he loves to hold” is lotion or cream. Keep some 
ready to apply after washing. Whatever the season it’s 
a touch of beauty for hands and elbows. 

All too often elbows rate high as a trouble spot and 
low, low, low as a beauty asset. They're dry. rough. dis- 
colored—very much in need of treatment. If the descrip- 
tion fits yours. try this: 

Soak elbows in warm, soapy water. Go over them with 
a soft brush, thickly coated with soap. Rinse and gently 
massage a piece of pumice over the rough area. That 
done, use the brush again to eliminate that dead skin. 

When elbows are dry, cut a lemon in two. Use half on 
each elbow. Rub the open side into the discolored area: 
lemon acts as a bleach and will lighten the skin. 

If necessary. follow this routine twice a week. You 
should see results after each session. 

The backs of the arms are often a breeding ground 
for tiny blackheads. Yet they should be as petal smooth 
as your hands. To get them that way. follow the same 
soak-and-scrub treatment used for elbows, eliminating 
the lemon bleach. If you do have blackheads or white- 
heads on the backs of your arms, steam them open with 
hot-compress applications. Then, cover immediately with 
an antiseptic. 

Shoulders are still another problem. 

Poets and novelists have rhapsodized about women’s 
shoulders through the centuries. You may feel such 
lyrical praise could never come your way, but who 
knows? Trot out those skin-care rules again, and some 
twentieth century Keats may be writing sonnets for you. 

But look at the rule book now. Don’t wait until you 
and Prince Charming are waltzing around a ballroom 
floor. By then, all you can do with your shoulders is 
shrug ’em. 

The soap and water scrub is still best for demolishing 
blemishes. Add nightly applications of medicated creams 
and then—the piéce de résistance, a long-handled brush 
for tub and shower. Besides cleaning swiftly, the brush 
will stimulate circulation and unclog pores. If, after a 
week of this, your blackheads are still fighting back, 
consult a doctor. An improper diet could be the culprit. 

And then there are freckles 


If you have them and like them—congratulations. If 
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vou have them and don’t like them—welcome to the 
club. And here’s a club secret; you can cover them with 
body make-up, a liquid foundation that dries with a 
matte finish. For that professional touch, practice on 
vour legs first. Then, gather your courage, plus a good 
light and two mirrors. With these you can see that the 
make-up is applied evenly, that it blends into the skin 
smoothly—on back, chest, shoulders, even arms. 

Since body make-up dries with a dull finish, you won't 
need an additional cover of powder. And, since it won't 
rub off. you won't need a bottle of spot remover, either. 

Hair removal is another must for beautiful arms. 
Naturally you'll want smooth underarms for beach and 
formal occasions, but why not keep them that way all 
the time? It guards personal daintiness, since perspira- 
tion clings to hair. causing unpleasant odors. Deodor- 
ants are more easily applied to a smooth underarm. 

Hacking at that delicate underarm area with a safety 
razor may result in cuts or “razor burn.” Another 
method is the use of an electric shaver. Among the 
newest of these is the special Princess model made by 
the Remington Rand Shaver Division. This has a 
smooth, flat shaving head that won't scrape or irritate 
delicate skin. 


For the best results, powder the underarm lightly. 


Then, raise your arm straight above the head, hold the 
electric shaver flat against the underarm, and move up- 
ward with short, overlapping strokes. Long, dark hairs 
on the forearm may receive the same treatment. 

All arms have one thing in common—a shape. Some 
working gals have well-shaped arms; this comes from 
weight lifting with filing cabinets, chairs, and the like. 
But. if your boss has been moving his own furniture 
lately, you may have a problem. 

Thin arms could mean you're generally underweight; 
hefty arms, that you could lose a few pounds without 
fading from view. In either case, a doctor and then a 
diet may be the answer. 

Thin arms are cloaked gracefully by a full, short puffy 
sleeve—but unless your limbs can double as matchsticks, 
sleeveless dresses aren’t ruled out either. Horizontal 
stripes add width visually. Chunky bracelets are also 
cood. 

Above all, avoid form-fitting sleeves. Helen of Troy 
might have worn them, but few other women—whether 


thin or plump. They emphasize (Continued on page 58) 
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FIRST-JOB JITTERS 


(Continued from page 11) 





Which brings us to Office Rule No. 1: 
Don't be afraid to ask questions before 
you start a job vow re not sure about. 

Nothing is so annoying to a_ busy 
supervisor as finding that one of her 
girls has blundered ahead with a job 
wasting valuable time and expensive 
supplies—when one question. or even 
several, would have saved the day. 

Asking your neighbor is not the same 
as asking the supervisor. She may know 
the right answer. but then again, she 
may be new herself or eager to make a 
good impression on you rather than 
admitting. “I really don't know.” So 
play it safe, and ask Miss Supervisor. She 
wont embarrass you before the others or 
make you wish you had kept still. 

Office Rule No. 2 may seem contra- 
dictory, but it really isn’t: Learn to rely 
on your own judgment. 

You will be given every tool to make 
a success of your new job. You already 
have a good high school education and 
a knowledge of secretarial skills behind 
you. or you wouldn't have been hired. 
So. have faith that you can do as good 
a job as any other girl in the depart- 
ment. Be sure you understand your 
assignment, and then trust yourself to 
do your very best. 

When you're typing a letter. try to 
visualize the chain of events it will set 
in motion or the person who will receive 
it. It makes the job more fun—and it 
teaches you to analyze everything vou 
transcribe for common sense. What is the 
dictator really trying to say? If it makes 
sense to you, then it will make sense to 
the recipient. If you can’t understand 
it, ask why. Your supervisor will appre- 
ciate your interest, especially if your 
question points up something she might 
have overlooked in the pressure of her 
heavy work load, 

Which brings us to Office Rule No. 3: 
Observe all company regulations—with 
a smile, not a groan. 

You want to get along with your new 
fellow workers, you want to make friends, 
and you want to do the right thing. The 
employment office has probably prepared 
a booklet on working and lunch hours, 
dress, smoking, relief periods, vacations, 
hospitalization, savings plans, and other 
employee benefits. Take the time to read 
it thoroughly. Underscore anything you 
don’t understand or anything that par- 
ticularly applies to your situation, so you 
can discuss it with your supervisor. 

Should some of the regulations seem 
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old-fashioned, confining, or just plain 
silly—console yourself. Remember they 
were made for a good purpose, and re- 
member, too, that you are not the only 
one expected to observe them. As a new 
employee, it’s not your place to upset the 
old, established order. Trying will only 
raise your blood pressure and may even 
earn you the name of trouble-maker. 

That in turn leads us right up to 
Office Rule No. 4: Cultivate your most 
pleasing personality. 

Good manners, a cheerful expression. 
a pleasant voice, and a co-operative spirit 
will carry you far. Add tasteful clothes 
and an attractive hair style, and they 
may carry you very far indeed—right 
out of the transcribing pool to a secre- 
tary s desk. 

What should you do if some family 
crisis demands your attention while 
youre still new on the job? 

This is covered by Office Rule No. 5: 
Discuss your problems with your super- 
visor. 

The ability to handle problems is one 
reason she’s the department head rather 
than Susy Jones. who sits two desks away. 
Regular attendance and promptness in 
arrival are respected in any office. but 
none of us can avoid an occasional 
emergency. 

You'll find your supervisor fully aware 
of this. She'll do everything possible to 
adjust your schedule so that you can take 
a morning or perhaps an entire day off, 
if necessary. Company regulations will 
have a lot to do with whether you, as a 
new employee, can be paid for the time 
you take, but you needn't fear losing your 
job if you get permission beforehand. 

Naturally, you will always telephone 
the office early in the morning if you're 
ill. And you won't take time off for a 
shopping spree, a movie, or sleeping late 
whenever the mood strikes you. You re 
part of a responsible office team now 
and that means you can’t let your super- 
visor down. 

Office Rule No. 6 may seem another 
contradictory one: Don't discuss your 
personal affairs in the office. 

This means you should not burden 
everyone around you with talk of your 
dates, your family problems, and _ the 
quarrel you had this morning over 
whether you should carry a raincoat. 
Most people couldn't care less. Then too, 
if you don’t confide every passing crush 
to all the girls, you won't be embar- 
rassed when it’s all over. When he gives 
you that engagement ring it’s time enough 
to share the wonderful news with every- 
one. 


“Fine,” you say, but that still leaves 





one question—the most important—un- 
answered. 

What are your chances of promotion 
if you start your business career in a 
transcription department? 

They're excellent—and often better 
than if you strike out entirely on your 
own in a smaller company. Under the 
guidance of your supervisor, you'll be 
groomed for a good job as a stenographer 
or secretary. Statistics show that most 
large firms will not hire an “outsider” 
for these jobs, but prefer to take their 
pick of the qualified girls who have put 
in six months to a year in the transcrip- 
tion department. 

In that time you will learn the com- 
pany’s background and policies: become 
familiar with its special terminology, 
forms, rules, and regulations: understand 
what the firm is attempting to do in its 
special field: and know why your personal 
contribution is important in the over-all 
picture. And your secretarial skills will 
have reached a high degree of proficiency. 

If you have any doubts about tran- 
scription-department girls really making 
the grade, consider the exciting story of 
Mrs. Amelia Reichert, of the New York 
Life Insurance Company. Mrs. Reichert 
started her business career as a fifteen- 
year-old in the company’s central steno- 
graphic pool. She went to night school to 
improve her shorthand, and a few weeks 
later she landed her first stenographic 
position as the very junior assistant to 
an experienced secretary of one of the 
firm’s vice-presidents. 

When the secretary retired six years 
later, a great debate ensued as to whether 
a girl so young should be given the 
complete responsibility of that impor- 
tant position—and Mrs. Reichert thought 
it time to confess that she was only 
twenty-one and not twenty-four, as every- 
one believed. You've guessed it—they 
decided to give her the opportunity, and 
from then on, her climb up the secre- 
tarial ladder to executive success was 
steady. Not long ago, she became the 
firm’s first woman vice-president—one of 
the few women in the insurance field to 
be so honored. 

Mrs. Reichert’s success story has been 
repeated many times over in many com- 
panies. Such examples prove that a girl 
who's perfected her stenographic skills, 
gained in knowledge at every oppor- 
tunity, and loved the challenge of addi- 
tional responsibility can’t be held back. 

Remember, when your supervisor as- 
sures a harried executive you're just the 
girl he’s been dreaming of, he'll take her 





word gladly—and it'll be your turn to 


face the exhilarating prospects ahead. 
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TRANSCRIPTION CORNER 


“And in this corner” we have two letters chock- 
full of mistakes. If you can find all the errors (check 
with page 58), you are an indisputable winner! 


Dear Mr. Adams: 


Have you ever had the urge to empty 
all your routine jobs in a waste basket? 
If so, then you should read the enclosed 
booklet entitled "Clear That Desk. 


"Clear That Desk" contains a number 
of suggestions that can help you dispose 
of much of your routine work. In fact, 
many business men have written us that 
some of our devices and forms have made 
their work more easier and have given them 
more time to do the real planning so es- 
ential in todays’ business. It has freed 
then to do the "more important things". 


If you like "Clear That Desk” and 
would like to distribute it to your asoc= 
iates, write us for aditional copies. 
There is no charge for this service. 


Cordially, 


$22 


Dear Mr. Jones: 


On Oct. 15, the Morristown Comunity 
Chest will begin it's annual drive for 
funds. As you know, this organization 
collects money for fifteen agencies that 
provides vital services to our city. The 
things done are to numerous to mention 
here, but they are outlined in the en- 
closed brochure. 


Last year the goal of the Morristown 
Comunity Chest was $300,000. This years' 
goal is 350,000 dollars. The increase is 
based on the fact that several new indus- 
tries have moved into this area, aiding 
many new members to our community. And to 
meet the growing needs, it is imperitive 
that we expend our present faculties. 


We could write more about this worthy 
cause, but we are sure you will want to 
support it by filing in the enclosed 
Pledge card. Just let us know the amount 
you want to give; and, if you wish indi- 
cate the particuler agency you want to help. 


Sincerely yours, 


October, 1959 





GLOSSARY AND VOCABULARY BOOSTER 


AN EAR-WITNESS ACCOUNT--page 37 
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high-fidelity 
reproduction! 


Species 
prevalent 
literary 
predicate 
rhythm 
pronunciation 
unaware 
riotous 
Symptoms 
physician 
conducive? 
malady 


anonymously 
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untidy 
semicircle? 
thumb ed 
outbursts 
condemnation 
receipt 
councilman 
contractor 
absent-minded men 
belittling 
idiosyncrasies‘ 


dismantling 


'HIGH-FIDELITY REPRODUCTION (one-thought 


modifier): 


absent-minded men, 


old-age pensions, hard-top convertible 


2CONDUCIVE (meaning): 


helpful; contributive 


(do not confuse with CONDUCTIVE which 
means to have the power or quality of 
transmission, as of electricity) 


3SEMICIRCLE (spelling): 


seniconscious; 


Semifinal, semiannual, semimonthly 


4IDIOSYNCRASIES (meaning): 


characteristics 


distinguishing an individual 
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you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 


ur reading speed. 
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BY FLORENCE ELAINE ULRICH, Director. Greg 


tages Mckinley and a member of 


his cabinet were deep in conversation 
—important conversation. The President 
decided he would like someone to take 
notes, but his staff had already left for 
the day. 

“Never mind,” added his cohort, “I 
have a bright young stenographer in my 
department: I'll send for him.” 

. So it was that George B. Cortelyou 
reported for dictation. The young man 
worked well, so well that the President 
asked to have Cortelyou transferred to his 





ofhiice—as his private secretary. 

George did not rest on his laurels. Am- 
bitious to read 
much, eventually returning to night school 
to study law. When President Roosevelt 


came to office, George Cortelyou held 


further his career, he 


three different cabinet positions. He sub- 
sequently left government to accept the 
presidency of a large corporation. 

From stenographer to success—through 
hard work, not wishing. For George Cor- 
telyou realized that the road to success is 
one of application and education. And 
one of the best ways to become educated 
is to read, 

Young men and women would be smart 
to supplement their secretarial training 
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READY 


with professional reading. Students can- 
not learn firsthand how work is done in 
offices. Visits to firms are infrequent. and 
even then it is impossible to retain all that 
is seen and heard. But they can bone up 
on office procedures and techniques by 
reading the experiences of other secre- 
taries. This knowledge is easily retained 
by keeping a notebook of ideas and infor- 
mation for future reference. 

TODAY'S SECRETARY offers the stu- 
dent excellent material for such reading— 
and practicing. The OGA tests, for exam- 
ple, help bolster shorthand skills—and 
your confidence. For seeing it in writing 
helps you realize that Gregg is a simple 
system. 

As a beginner, you may still be a bit 
dubious as to the ease of writing the 
hooks, circles, and curves. Try and forget 
they are shorthand characters and write 
them as freely as you would longhand. 
For the simplicity of Gregg is due to the 
very fact that its characters are taken 
from longhand. To prove this to yourself 
write the word blah in longhand. Now 
write it in shorthand. You wrote the same 
strokes that occur in longhand. 


Co 





g Awards Department. 


A confidence booster shot: you write 
the shorthand strokes for 5, |, r, re, and 
er every time you write the longhand 
letters. 


ee =e 


= — HOw 

Why not make up your own practice list 
and “doodle” away those idle hours. The 
fluency you develop through this practice 
will be helpful in class assignments. 

Another way to get off to a good start 
in shorthand development is to take a list 
of signs or phrases and write it once. Then 
try it again, this time clocking your writ- 
ing. If your speed is 40 to 50 words a min- 
ute, brush up on the individual words in 
the copy that are slowing you down and 
do it again. Your speed will improve no- 
ticeably. Continue practicing this assign- 
ment until you are doing 100, 150, or 200 
words a minute. And you can. If the aver- 
age student would transfer the instant re- 
sponse with which she writes longhand to 
the writing of Gregg, she would have a 
natural shorthand speed of 200 words a 
minute. 

The value of speed-writing practice is 
getting the “feel” of moving swiftly from 
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outline to outline. You begin to think 
faster. This is important, as slow thinking 
leads to slow writing. It isn’t necessary to 
wait until you have finished the Manual 
or until you are in a speed dictation class 
to start your speed practice. Do it now. 
A sense 
of accomplishment, as well as an array of 


To what avail such travail? 


In addition to the at- 
tractive speed certificates and pins avail- 
able for tests at 60, 80, 100. 120. 140, 160. 
175, 


handsome awards. 


and 200 words a minute, you experi- 


ence the feeling of being an expert. an 
artist who can do something exceedingly 
well. Such rewards are easily attainable 
for anyone willing to devote her time and 
effort toward the conquest of shorthand. 

Why not try the OGA Tests on this 
the OAT Tests on the opposite 
page. and the Competent Typist Test on 


page, 


page 44. Read the instructions for writing 
the tests, 


sharpen your pencil, and start practicing. 


clean your typewriter keys. 


If youre a student, ask your teacher how 


you may go about taking the shorthand 
speed, transcription, and other tests pub- 
BUSINESS TEACHER. If 
you re employed in an office, tell your su- 
pervisor about the tests and ask if you 
may take them under her direction. You 


lished in 


are eligible for shorthand speed awards 
if you can write shorthand at 60 or more 
words a minute for five minutes and tran- 
scribe your notes with at least 95 per cent 
accuracy. 


A case of reading, ‘riting, ready. 





JUNIOR 
OGA 


(Order of Gregg Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line o1 
in narrower columns: you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 
Junior O G A certificate or pin. 
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| SENIOR 
| OGA 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 


Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 
a full-fledged member of 

the Order of Gregg Artists. 
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THE LIFE WORTH LIVING 


There is a life that is worth living now as there was in former 
days, and that is the honest life, the useful life, the unselfish 
life, cleansed by devotion to an ideal. There is a battle that is 
worth fighting for now as there was then, and that is the battle 
for justice and equality. It should be our ideal to make our city 
and state and country free in fact as well as in name. We should 
help to cleanse, so far as it is within our power to do so, the 
fountains of our national life from political, commercial, or 
social corruption. We must teach our citizens by precept and 
example the honor of serving such a country as America. 

The well-born are those who appoint themselves to do that 
work. The well-bred are those who are proud of that work. 
The well-educated see deeply into the meaning and the necessity 
of that work. Their labor shall not be for naught, nor the re- 
wards of their sacrifices fail them, because high in the firmament 
of human destiny are set the stars of faith in mankind and in 
his unselfish courage and loyalty to the ideal. 
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By John B. Roberts 
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Chapter 1 PRACTICAL SALESMANSHIP....ccccsseses page S 
Definitiong of Salesmanship; Opp 


rtunities,in Selling) Choosing” 
= fiour Selee Field; Choosing the 


sak : 
he py. Product; Choosing the Company 


Chapter 2 YOUR PRODUCT... ccecseeereeces eos Page 33 
Importance of Knowing ¥Eebroaust; 
What You Should Know About tke 
Product; Sources of Information; 
Cet Lend peawstrd Ore Werk. 
Chapter 3 CUSTOMER. coe ecececcccccscens page 60 
a.4- Types of Customers; Sizing tg the 
y) Customer; Sources of Informations 


Kul; Planni the Approach - he, 


> 
. Chapter 4 GETTING THE CUSTOMER'S INTEREST... page 9@ /03 
Getting to ae the ieee: Your 
Appearanc IN pening 
the Interview; Use of Display; 
Getting the Customer Warmed Up 
. 443 
Chapter 5 SELLING THE CUSTOMER. ....+++++- eos Page EO 


Facts and Figures; Testimonials; 
Samplesj References; Other Helps; Fi 
She Demonstration; Use 9 ON Ya ea the ptr, 
Conclusion Gale 
SALING /€6 


Chapter 6 SUMMARY OF, TECHNIQUES. ++seeseeeees page 75 


JUNIOR 
OAT 


(Order of Artistic Typists) 


Arrange this article as attractively and 
effectively as you can on a 
full sheet of plain paper. 


Check your work for: 

(1) good placement, (2) neatness 
(type clean and clear), 

(3) accuracy (no typographic errors 
or strikeovers), and (4) correct 
punctuation and spelling. 


Leave a blank line between paragraphs, 


even in single-spaced material. 





TO GET YOUR AWARD 


Mail your work te the Gregg Awards 
Department (16th Fleer, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award, * Be sure your name 
and address appear on your paper. 
* Any group ef papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Test ap- 
lications received without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.” * October 
copy is good as membership tests for 
OAT, CT (page 44), and OGA awards 
until November 25, 1959. 
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SENIOR 
OAT 


Use a full sheet of plain paper to 

type the Table of Contents to the left. 
Type carefully, and be sure to make all 
the corrections indicated. 


The test may be retyped until you 
feel that the copy you are submitting 
represents your very best work. 
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COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the lat 


gross speed, divide total by number of minutes; or, to get net spe 


ne you copied completely and add 1 for each additional 5 strokes typed. To get the 


ved, subtract 10 for each error before dividing by number of minutes. More than five 
errors disqualifies a Competent Typist Test for an award. 





(This copy should be double spaced.) 


I can still hear my parents warning 
me to stay away from the gray haunted 
house that stood forbiddingly on a hill 
near our farm. Threatening me with 
spankings and various other punish- 
ments, they would tell me of the dan- 
gers of exploring condemned houses. 
But beyond the squeaking door of that 
deserted house lay adventures that only 
a child can know, temptations no child 
can resist. 

There were many colorful legends 
about the rickety house and the wicked 
witch who lived in a room upstairs. It 
was said that the witch concocted po- 
tions in that room and cast spells on 
the night of a full moon. 

One day when no one was watching, 
I ran away from our farm and headed 
for the haunted house. Slipping through 
an opening in the rusty iron fence that 
enclosed the house like a prison wall, I 
removed my shoes to tiptoe over the 
creaky board at the doorway. Coughing 
from the gray dust and pushing my 
way past thick cobwebs, I crept fear- 
fully along the long and musty corridor 
triat led to a splintered spiral stairway. 

As I began to make my way up the 
winding stairs, I could almost hear the 
oid witch breathing. Could it be that 
she had heard me enter and was waiting 
to get me? I stopped halfway up the 
stairs and debated whether to run home 
or to continue my dangerous adventure. 
Torn between the desire to get a peek 
at the witch and a terrible fear of actu- 
ally seeing her, I ventured one more 
step. Then there was a deafening noise 
that came from the room at the head of 
the stairs, a noise that sounded like the 
cackling of a hundred witches, that sent 


Words 


107 
114 


249 
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312 


Words 


me flying down the road to the safety 
of my own house. 

Last year I visited our old farm and 
was delighted to see the nearby haunted 
house still standing. This house that 
had once looked like a giant castle now 
seemed quite small. Running up to the 
iron fence, I discovered that I could no 
longer fit through the opening; so I 
went around to the tall gate. The same 
floor board creaked at the doorway as 
before, and there were even more cob- 
webs. How strange, the staircase that 
had once seemed sky-high was only 
sixteen steps in all. 

Climbing them slowly, I began to 
feel sorry that I had returned. I had 
always remembered the haunted house 
as a special place where my courage 
had been proved. Now I realized it had 
been only a child’s bravery against im- 
aginary danger. 

I saw that the haunted house was 
nothing but a vacant house without 
paint or windows. The mystery was 
only the product of dust, darkness, 
cobwebs, and the active imagination of 
a child. I reached the top of the stairs 
and listened for the cackling sounds. 
Much to my surprise, there was only 
loud chattering and the noise of some- 
one scurrying about. Not knowing what 
to expect, I threw open the door, al- 
most taking it off its hinges, and there 
at last I learned the mystery of the 
haunted house and its wicked witch. A 
family of blue jays flew about the room 
and screamed as they guarded their 
nest, the sounds echoing through the 
empty rooms. I closed the door and 
walked down the stairs. 
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(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Gail Paisley 
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TRANSCRIBING SPEED PRACTICE 





aterial below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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and Forget 












Solution to the September Cartoon 




















OUR FUTURE SUCCESS HINGES ON THIS PROGRAM 


Write the shorthand for the caption below 
and fill in the face with your answer. The 
solution and another cartoon will appear 
next month. 
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THE SCAPEGOAT 


(Continued from page 47) 
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ind so are we. What would you have done if you 
found yourself in Carol's position? Send your solu- 
tions to Short Story Editor, TODAY’S SEC RETARY, 
330 West 42d Street, New York 36, New York 
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Sy FILE FOLDER LABELS 


SELF-ADHESIVE IN ROLLS (pressroll) 










Each roll comes 
in attractive 

clear plastic box 
with removable 
cover. Has re-use 
possibilities in the 
office or home. 4" x 1%" = 1-9/16 


Choice of 8 colors 
250 labels on each roll. . 


perforated 


FEATURES: 


Margin guide for uniformity of indexing alignment 
White background for maximum legibility 


Rounded corners to provide easy separation 


Typewriter spaced for 1, 2, or 3 line heading without 
typewriter adjustment 


@ Color bar across top provides distinctive color 
classifications 


@ Practical label width 3," for ¥3, %, or % cut file tabs 


NOW Cujoy THE NEATNESS AND EASE OF 
SELF-ADHESIVE APPLICATION 


NO MOISTENING OR UNTIDY HANDLING. Just press on! 


CONTINUOUS FEEDING THROUGH TYPEWRITER FROM A ROLL 
— NO HANDLING OF SMALL STRIPS OR SHEETS. 


tee your sationer! 
Smead MANUFACTURING COMPANY 


HASTINGS, MINN. LOGAN, OHIO CHICAGO, ILL. LOS ANGELES 








NOW Today’s Secretary Magazine 


Can Become an Attractive Permanent Part of Your 


Business or Home Library. 


These famous Jesse Jones files, especially designed for TODAY’S 
SECRETARY, keep your copies orderly, readily accessible for fu- 
ture reference. Guard against soiling, tearing, wear, or misplace- 
ment of copies. Will keep 2 years’ copies in perfect condition. No 
irritating wires to handle; allows any copy to be removed: 


These durable files come in a rich blue and gray Kivar cover that 
looks and feels like leather and with 16-carat gold lettering. 


Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. Add $1.00 
postage for orders outside the U.S. Satisfaction unconditionally 
guaranteed or your money back. 
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. B. Box 5120 
7 Philadelphia 41, Pennsylvania ; 
| Please send me, postpaid, TODAY'S SECRETARY files. | 
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Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine with 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier, faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 











CONGRATULATIONS 
| an 


(Continued from page 26) 





Dear Bob: 

We were certainly delighted to 
hear about your latest step up. Your ' 
old friends and neighbors are proud 
of you, and Bette and | send af- 
fectionate congratulations. 

Your last visit to Moline was much 
too short. | enjoyed our chat at the 
luncheon, but next time | hope you'll 
stay over with us a day or two and 
look around the plant. One visit 
will convince you how easily we 
could tool up to do a job for you. 

Another thing . . . we'll plan a 
like the old days. 
That will give you a chance to see 
all your old friends. 

All the best, 


barbeque—just 


Congratulations on 
tion... 

The program you have followed 
certainly opens a challenging fu- 


your gradua- 


ture to you, and we wish you every 
success. 
Success comes with more speed 
and ease to those who keep in- 
' formed on developments in their 
: field. The enclosed list shows the 
latest books in your field. To re- 
ceive a list of the new books every 
month, just drop the enclosed card 
in the mail. 


Sincerely yours, 


Congratulations! 
It’s certainly fine to know that 
; you have opened your own agency. 
When we worked with you on that 
' job in March, everyone was im- ' 
pressed with your knowledge and 
: ability. Thus no one is surprised to 
hear the news. 
With your 
and 


brilliant background 
record of achievement, 
; I'm sure the new agency will be a 
' great success. Please call on us 
whenever we can be of help to you. 
Sincerely, 


long 
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Pan-American Jet Clipper 
-_ 





So quickly . . . So smoothly 

. in your travel by modern 
jet airliner; in your work, 
with this modern Jet Eraser. 
Delight in the JET 
erasing which comes right to 
desk in modern 
Weldon Roberts Jet Erasers, 


so. wonderfully 


Age in 


your these 


new and 
work-saving, so unbelievably 
busi- 


clean. Ever-so-handy, 





nesslike, luxury-textured rub- 


ber core, in inviting, clear 


pocket 


clip or whisk brush. Holder 


plastic holder with 


tip unscrews so eraser can be 


moved outward. 


NO. 855 TWIN JET. BRAND NEW! 
Double-ended, for dual use. Con- 
tains both gray and red rubber 
cores; gray for erasing typewriting 
and ink, red for pencil erasing and 
cleaning. Made with pocket clip. 





NO. 827 JET. Gray rubber core for 
erasing ink and typewriting. 


Witte 
peretiis 


NO. 838 BALL POINT JET. Green 
rubber core for erasing ball! point 
ink and India Ink. 


NO. 825 JET. Red rubber core for 
pencil erasing and cleaning. 





Refills for each texture 





Ask your stationer for Jet Erasers 
(by number above) for the uses you 
prefer. Or get Nos. 827, 838 and 
825 with a refill for each, in attrac- 
tive clear-plastic box: 











The No. 800 
JET TRIO SET _ 


WELDON ROBERTS 
RUBBER CO. 


365 Sixth Avenue Newark 7,N. J. 


World's Foremost Eraser Specialists 








Correct Mistakes in Any Language 


SECRETARY 
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TODAY'S 





Deor Ann and Bill: 

May an old friend show off her 
good memory by wishing you a 
wonderful golden wedding anni- 
versary? 

Your marriage has been an in- 
spiration to your friends, and | want : 
to join those who are wishing you 
many more happy years together. 

Fondly, 


Dear Mr. Allen: 

Although we've never met, | have 
always admired your work in the 
fields of juvenile delinquency and 
crime prevention. Consequently | : 
was pleased when you were elected 
Sheriff of Wade County. 

| can think of no one better 
qualified for this important post 
and extend eongratulations and 
every good wish for your success. 

Sincerely yours, 





Key to Letters 

\. promotion: acquaintance, stimulate busi- 
hess. 

B. appointment as chairman; friend, offer 
to he Ip. 

(. birth of a baby; stranger, sell insurance. 

1). appointment as rector: acquaintance, en- 
courage relorms. 

E. promotion; friend, stimulate business. 

F. graduation; stranger, stimulate business. 

G. opening of agency: acquaintance, stimu- 
late business, 

H. anniversary: friend, friendship. 

l. election to office; stranger, admiration. 





OPERATION CHANGE- 
OVER 


(Continued from page 25) 





have to give Miss Smith your letters. Why 
not now, while I’m still around to see that 
she understands the terminology?” Con- 
sequently, Miss Smith had the opportu- 
nity to do the actual work before it 
became her sole responsibility. 

Other secretaries may be like Susie. 
No matter how good an argument Susie 
presents, her employer balks at having a 
complete stranger take his dictation. Well, 
there's an old saying that there’s more 
than one way to skin a cat. 

! you have a particularly thick-skinned 
employer, use a little ingenuity. When 
he buzzes for what you know is rush cor- 
respondence, slip quietly out the front 
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So Different, It's Patented! 


The instant the M-50, Columbia’s patented polyester 
ribbon, goes into action, you'll see for yourself the unique 
combination of ALL these features: 


@ extraordinary versatility — executive correspondence, 
preparation of direct image plates, and perfect originals 
for all copying processes 

virtually unbreakable strength 

sharper, clearer copy—comparable to actual printing 
complete release of ink for absolute uniformity 

clean, smudge-free handling and typing 

fewer ribbon changes—50% more yardage on the same 
diameter spool 

@ easy-to-make, halo-free erasures 


Available in either the Tri-Pak or dozen size 
reusable plastic container. Write for information 
about the special Tri-Pak trial offer. Columbia 
Ribbon & Carbon Mfg. Co., Inc., 9410 Herb Hill 
Road, Glen Cove, N. Y. 









*y.s. PAT, MO, 2508725 
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RIBBON BY 
e 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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| said “‘goodbye’’ to 
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ERASER STIK 


The original grey eraser point 


~—always best for — 












9 Typewriting mistakes 
c happen to the best of 
fs —Secretaries—but SLOPPY 
LS STRIKEOVERS are as 
= out-of-date as ankle- 
<< length bathing suits. 
If you still use a bulky 
eraser, do yourself a favor 
by tossing it in the basket. 
Get an A.W.FABER slim, trim 
pencil-shaped ERASERSTIK 
that whisks away single letters 
of a word without marring the 
surrounding area. With 
| -/  ERASERSTIK you erase without a 
1H trace. Let EraserStik make 
you a better Secretary. 
Get a few today. 


ERASER nk i 


ELL 
3, N.4 


AW.FaBER GRASERSTIK CAILSERVICE) 7099 


n.W_FABER-CA® 


Nework 





Which point do you prefer? 
Sharp, Medium or 
lverage, Thin or Blunt. 
I,RASERSTIK gives you 
your choice. Point with a 
mechanical or hand pencil 
sharpener. 
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OPERATION 
CHANGE-OVER 


(Continued from preceding page) 








door, leaving Miss Smith instructions to 


invade the lion’s den as soon as you re 


gone. Where can you go? Any place 
where you can't be found. Establish 


temporary residence in the ladies’ lounge. 
Have coffee—about a gallon—at a res- 
taurant six blocks from the office building. 

Return, of course, in plenty of time 
to check Miss Smith's letters before she 
presents them for the boss's signature. 
Probably her letters will be just as per- 
fect as yours, though it’s doubtful if the 
lion will admit it. After a few practice 
runs, however, it will seem natural 
even to him—for Miss Smith to take his 
dictation. 

One acceptance leads to another. By 
the time you leave, regardless of how 
often the boss moans that things will 
never be the same, you'll know better. 

The same theory applies to the odd 
jobs you do in your spare time. Don't 
just show Miss Smith how to do them— 
show her and then insist that she do them. 
Someone could tell me how to operate 
an Addressograph machine, for instance, 
but I wouldn't really know how until | 
actually did it. A person learns by doing. 

One last suggestion—don't be selfish. 
You were probably trained for this posi- 
tion by some other highly competent sec- 
retary. Share your experience with Miss 
Smith. Tell. her that for several weeks 
after you took over, you were sometimes 
in doubt as to your own identity, because 
the boss insisted on calling you by his 
former secretary s name. 

Let her know that there will be the 
inevitable comparisons, that she may get 
awfully tired of hearing, “Margaret did 
it this way.” Inheriting an employer from 
a secretary who was the answer to all his 
prayers is like catching a man on the 
rebound from an unrequited love affair. 
Let your successor know that time and 
her own ability will eventually erase your 
memory. 

Tell her, too, that by the time she’s 
ready to take her first vacation and a 
bright-eyed substitute appears on the 
scene, Mr. Executive will no doubt throw 
his hands in the air and moan, “But 
you're my right hand. What will I ever 
do without you, even for two weeks?” 

You won't be around to hear it, but 
that’s when both the boss and your suc- 
cessor will rise up and call you blessed. 
Because thanks mostly to you, Operation 
Change-Over has turned out to be an un- 
qualified success. 








Slim, trim 
and terrific 


~ 
. 
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U.S.A. 





STENOSTIK: 


The Only Professional Ball Pen For You. 


DESIGN Pat. Pend. 
U.S. Pat. Off, 





AW FaBer STENOSTIE TRe Bake Pen for Shathand 


A.W.Faber's 
new Ball Pen 
for Shorthand 


Light, bright and beau- 
tiful as any Hollywood 
star—but never tempera- 
mental. That's what 
makes StenoStik stand 
out among all ball pens. 





Exclusively designed 
for Secretaries, StenoStik hasa 
long, tapered finger grip that lets 
you take dictation by the hour 
without fatigue. It glides over your 
notebook without slip, skip or 
scrape. Its full, pen-length blue 
ink cartridge outwears 7—yes 7— 
lead pencils. 


Ask your stationer to send you 
a few of these white, blue and gold 
beauties. If he doesn’t yet stock 
STENOSTIK, send us his name 
and we'll see that you are sup- 
plied. Priced at 39¢, less in a box 
of 3-—the economical way to buy. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 
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WHAT’S BEHIND 
CPS? 


(Continued from page 15) 





Miss (or Mrs.) CPS of °58. She is com- 
pounded of education, experience, and a 
high survival instinct. Having survived, 
what does she think? After the shorthand 
books had been closed and that pencil 
dust had settled, did she feel anything but 
an overwhelming sense of relief? 

The answer is “Yes.” Most secretaries 
feel a sense of accomplishment that has 
not diminished through days of that 9 to 
5 routine. Few contact the Institute to 
report a change of status overnight from 
executive secretary to executive with sec- 
retary—but fewer still complain that the 
CPS Program itself has achieved nothing 
at all. They agree with Dr. Mary Ellen 
Oliverio, an Institute member from Co- 
lumbia University, who believes that the 
CPS program needs time to develop its 
full potential. There is still much to be 
done, for example. in acquainting man- 
agement with the hopes and objectives of 
the CPS. And, as Dr. Oliverio says, “The 
ultimate effect of the Institute really de- 
pends not only upon the adequacy of the 
exam, but upon the sense of professional 
responsibility of the holders.” 

In a sense, Miss CPS of any year is 
still her own best advertisement. 





Sample Questions from 
CPS Examinations 


Personal Adjustment and Human 
Relations 


Indicate the Best and Worst Answer: 
Suppose your boss does not pass on in- 
formation given him in a_ telephone 
conversation that you need for keeping 
certain records. He also ploughs through 
files getting papers out of order, leaving 
vou to discover the disorder when you 
need information in a hurry. You would 
\. speak to him about these practices 
>. 


I 


(. ignore them: do the best you can 


let off steam to others 
1). get even with him in small ways 


B isiness Lau 
During an interview, your prospective 
employer says that he will pay a certain 
salary and that you are to report on the 
lollowing day. You say that this salary 
acceptable, if you can have every 
hursday afternoon off. You have made 
A. a counter offer 
B. a quasi contract 
C. an agreement 
D. a contract 
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Business Administration 


The first source of forms for benefits 
under an insurance policy is the 

A. local bank 

B. home office of the insurance company 
C. state insurance commissioner 


D. local agent of the insurance company 


Secretarial Procedures 

Which one of the following suggestions 
for preparing press releases is not per- 
tinent? 

A. Date of release at top of sheet 

B. Double spaced 

C. Width of margins same as for other 
manuscript typing 

D. Number of words to line approximat- 


ing number in a newspaper column 


Secretarial Accounting 
In making remittances for your employer 
other than by his own check, which one 
of the following may NOT be used? 

A. a bank draft 

B. a cashier's check 

C. a promissory note 


D. a postal money order 


Secretarial Skills and English Usage 


The first receipts were high. 


A. day's 
B. days 
C. days’ 


For further information write to: The 
Institute for Certifying Secretaries, 1103 


Grand Avenue, Kansas City 6, Missouri. 








SHARP CONTRAST 


with minimum show-through—a real money 


saver, because lighter weight sheets cut 


paper costs and mailing expense. For top economy 


in catalogs, price lists, rate books, direct 


mail and other printed material, specify 


Millers Falls 
OPAQUE PARCHMENT 





MILLERS FALLS PAPER COMPANY 


° MILLERS FALLS. MASS. 
MANUFACTURER OF OLD DEERFIELD BOND. GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 














here JUST ISN'T 
any substitute for 
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Jas 


The Superior, NEW 
ALL-PURPOSE CARBON PAPER 


with every advantage 


for executives and secretaries 


OLD TOWN CORPORATION 


750 Pacific Street, Brooklyn 38, N.Y 











** SECRETARY'S DESK GUIDE TO PUN‘ 
TUATION AND SPELLING _ WORD Divi 
SION AND HYPHENATION yours as a 


ft when you examine ‘‘Complete Secretary's Ha andbook’ 
scribed below 


F or Successful Secretaries 
—and those ‘‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want. 
Here is the most complete guide 
for secretaries ever written! Gives 
you 1-2-3 answers on every con- 
ceivable office question. Helps you 
develop your judgment and self-re- 
liance in handling independently 
any job assigned to you. 


Complete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 


Examine 10 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer, 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
the t 





How to set up a ‘‘foolproof’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 

How to weeste letters without dictation 


o empioyer’s financial affairs 
How to maintain friendly client relations 
How to select your office wardr 
How to handie your job and yourself with 
polish and ee 

iow to avoid neediess overtime work 


e to your own satisfaction that this is ‘‘the most use 

00k a successful secretary can own’’! Send coupon 

low to get your copy for 10 days’ free trial plus Free 
booklet 


| PRENTICE-HALL, INC., Dept. 5886-M2 
| 
| 
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Englewood Clifts, New Jersey 
id me the ‘*‘Complete Secretary’s Handbook’’ for 
ee Examination. After 10 days I will either remit 
$4.95 plus a few cents for postage and packing, or 
rn the nook and owe. ‘nothing. I am also to re- 
ve —FREE copy *s Desk Guide to 
uation ana Spelling, Word Division and Hyphen- 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f"———-MAIL COUPON TODAY-~~“ 


RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


| Name 





| Address 








| city Zone___ State 





(Continued from page 21) 
as well as that of the studio. Appoint- 
ment books—one for the office, one for 
home—to be carefully kept, constantly 


checked. 


allocated down to the last minute. Letters 


A photographer's time must be 
to be opened, letters to be written. 
Aspiring models to be_ interviewed 
Alice handles the males, Bob Spears. 
Miss Martel’s assistant, the females. 

Then there are the files... 

“Miss Martel,” Alice sighs, “is a saver. 
Everything from a piece of string to a 
colorful advertisement to a secondhand 
zither. Her feeling is that you never 
know when you may need something, so 
it’s best to have it on hand. As a result, 
my files are chock-full.” 

In addition, there is a huge room over 
the studio that is crammed with all the 
paraphernalia that couldn't possibly fit 
into the files—clothes, costumes, furni- 
ture, odd props. Every so often Alice 
and Robert will venture up there to blow 
the dust away and realize anew how im- 
possible it is to keep the place in order. 

Order, or a semblance of it, does 
reign in the studio—a big room with a 
high ceiling and equally high windows. 
A good part of it contains backdrops— 
several bearing Miss Martel’s decorative 
touch—cameras, booms. lights, clothes 
racks, picture files. The rest is more 
bookshelves. 
a pretty, round marble table and chairs, 
and mountings of the best of Martel. 


leisurely, with a fireplace. 


Alice has her own little corner—with 
a desk, 


crowded files. 


typewriter, phone, and_ the 
From here she manages to 
keep a close eye on what's going on. 
“It has only one drawback—no pri- 
vacy. On picture-taking days, everybody 
seems to pile their briefcases, bags, even 
This doesn't leave 
plus the fact that I 
can’t sit and work on private papers 


poodles on my desk. 


me much room... 


when there are so many people around. 
So I have to find ways of looking busy.” 
One way of looking—and being—busy 
is to watch over the record player. Music 
seems to have power to soothe models, 
clients, and photographers, so the soft 
sighing of the Melochrino Strings or the 
quick beat of a Belafonte 
constantly in the air. 


calypso is 


As a juggler of books, files, appoint- 
hundred other things—in 
addition to records—Alice Miller is 
probably invaluable in the studio. There 


ments, and 


is genuine rapport between her and Miss 
Martel. Even in the most hectic moments 
an air of fond friendship prevails. 

“It's not the usual secretarial job by 
“Would I 


any means,” Alice concludes. 


change? Never!” 
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seauty 
SUYS 


Kurlash introduces LAsH- 
TINT, a slim wand of mas- 
cara that includes a tiny 
comb to keep lashes and 
and_ smooth. 


brows neat 


A ee Beemer 


Choose black, brown, blue, 
$1.50. 


. . . New from 


or green mascara. 








U plus tax 
° DuBarry—TONE DOWN, to 
soften and tone down the 


vellow in white 
the 


look in bleached hair. Can 


gray or 


hair, “too brassy” 


be easily applied at home 


just comb through damp- + saseieh 


. . ee emover 
ened hair. Conditions and , 
silkens as it tones. $1.50. 


. . Brilliant and 





plus tax . 


bright—Hazel Bishop’s new _ lipstick 
shades. Five in number, they range 
from Vivid Vivid Orange to Vivid Vivid 
Red. Also new: HB’s LIPLINE  LIP- 
stick that functions like a lip pencil 
or brush, assures a 


perfect outline. Just 


$1.00... From May- 


belline, a new MAs- 
CARA REMOVER | that 
can be stroked on 


brows, lashes, eyelids 





leaves them soft 
and clean. Just 50 
cents, plus tax PERFUMAGIC by 
Lentheric. Gold and silver 
purse atomizer works with 


finger-tip control, releases 


just the proper amount of 


perfume via a metered 
spray. News: the click-in 
refills that let you switch 
fragrances to suit your 
mood. Choose Tweed, Mir- 
acle, or Adam’s Rib. Per- 





fumagic: $5.50 and $5.75. 
Refills: $2.75 

$3.00. All prices, plus tax . 
POND'S DRY SKIN CREAM now con- 
tains “Stimulin,” a substance that 


and 


creams away flakiness, opens pores 
to the benefits of moisturizing lan- 
lin. Large jar, $1.00, plus tax... 
\dd glamour to your bath with 
‘IKON PERFUMED BATH CRYSTALS. 
ideal for fragrant relaxation. $2.00. 
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cleanest 
of all 


copying 
methods 


because/ 


this, 
machéine 


USES 
110 


chemicals 









e 


Jobs...so quickly, so easily, for such low cost ! 


Here’s the one copying machine that operates entirely by 
electricity —making it the cleanest, the simplest to use. No 
fussing with spilly chemicals. No time wasted making nega- 
tives before getting a copy. 

In just 4 seconds your ““Thermo-Fax”’ Copying Machine 
delivers a completely dry copy ready for immediate use. To 
learn how this fastest, simplest and cleanest of all copying 
methods can speed your work systems—including billing, 
accounting, labeling and addressing—call your local dealer. 


Or mail the coupon. 


weeee [Ufitnnesota \ffinine ann (\ffanuracturine company...... 





THE 


-»- WHERE RESEARCH 


TERM “THERMO-FAX” 1S 


A REGISTERED TRADEMARK 
OF MINNESOTA MINING AND 
MANUFACTURING COMPANY 


Name_ 


Company____ 


MINNESOTA MINING AND MANUFACTURING COMPANY 
Dept. DCA-109, St. Paul 6, Minnesota 


Address 


Zone. 


1S THE KEY TO TOMORROW 
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KLENZO-33 E 
WITH AND WITHOUT BRUSH j & 
Famous Kienzo quality in ; ; = 
convenient wood-casing. [8 & 
Sharpens to ‘‘needle point"’ f § ~ 
for ballpoint, typewriter and | zB 
ink work, om ‘ 
2 . 
< - 
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44 KLENZO 


KLENZO 


WITH AND WITHOUT BRUSH 





The standard for erasing. 
Paper wrapped to permit 
quick, economical repointing. 


A ee Be 


Sai sO 


A Klenzo erases equally good 


wrapped in paper or cased in wood. 
AT BETTER STATIONERS EVERYWHERE 


Send 10c for twin samples naming this 
publication. 
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PENCIL COMPANY 


BETHAYRES, PA. 
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WINNERS OF 
ESLEECK CONTEST 


Ist Prize (Sterling silver tea service) 


Roselyn F. Linford 


2nd Prize (Sterling silver tea service) 


Josephine Skilken 


3rd Prizes (Early American sauce bow! 


and matching ladle) 


M. A. Adams 

Mrs. Alma N. Carey 
Evelyn Carlson 

Mrs. Mary Chinn 

Olive Marie Cook 

Mrs. Aubrey Decker 

Mrs. Audrey Earle 

Miss Jeanette Foster 
Mrs. Ray L. Fuchs 

Mrs. Shirley L. Garvin 
Charles C. Hastings 

Miss Charlotte P. Hickcox 
Mrs. Georgie C. Jackson 
Mrs. R. C. Kohler 

Mrs. Beverly L. Mann 
Kathleen McDonald 

Mrs. Elizabeth Mcknight 
Miss Caroline Rehberg 
Clare Mary Wentzel 

Jen Wilks 


4th Prizes (Four shell ash trays) 


Miss Carmen Arredondo 
Miss Dorothy Bacigalupo 
Gloria Baykian 

Mrs. J. E. Brunelle 
Isabel Carroll 

Ruth S. Carter 

Mrs. Pauline A. Catlin 
R. Cheyne-Stout 
Barbara F. Cournoyer 
Mrs. V. L. deWaal 

Mrs. George C. Hall 
Mrs. Marie C. Hayes 
Mrs. Harold G. Houser 
Mrs. Gene Hull 

Henry Hunsicker 

Mrs. Patricia G. Jahn 
Mrs. Claude Jamison 
Leontine T. Johnson 
Mrs. Grace Martin 
Margaret R. McHale 
Flossye C. Newhart 
Mrs. Libbie Nottingham 
Mrs. Herbert A. Scherer 
Mrs. Carl W. Schloeman 
Helen Schneider 

Mrs. Marguerite Terris 
Mrs. Lois P. Turner 
Elsie vanKonynenburg 
Mrs. Hope R. Warriner 
Noel FE. Wines 


A BRIGHT NEW COLOR ... 








FOUR WAY FLICK A LINE 


presents—‘‘come alive grey’’ 


Feel better! Work better! Soft polytones of 
“come alive grey’’ enhance the choosiest office 
decor. Inclined panel 834 x 14. Base with pencil 
groove and book ledge. 


Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 
except the COLOR! 
NO CHANGE IN PRICE— 
$6-50 prepaid 


FRANKLIN TABLE COMPANY 


116 N. 4th St. Lovisville 2, Ky. 


Everything's the same... 








FREE 


STARLIGHT 
CASE and FRAME 


\riendship 


Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 FOR 7 
or SO ror $2 


plus 25¢ shipping 





Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 24%" x 3%". Satisfaction guar- 
anteed. Order today. 
EXTRA BONUS — FREE WITH EACH $2 ORDER 
4" x 6" Princess Portrait enlargement. 

cae ec mmm 

1 Friendship Photos, Dept. F-10, Quincy 69, Mass. 

J Please send me: 

i O 25 “Shadowbox” Friendship Photos, from one 


pose... $1.25 enclosed. Also send Free Starlight 
Case and Frame. 


0 50 “Shadowbox” Friendship Photos, from one 
I pose .. . $2.25. Also send Free additional Princess 





Portrait Enlargement and Frame. 


1 enclose photo, snapshot or negative which you will | 
I return unharmed. My money back, airmail, if I’m not 
completely satisfied. I 
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From Desk 
To 
Date 


Its five o'clock . . . time for every 
office Cinderella to become the princess 
of her dreams, royalty serene and 
matchless . 

But the boss is not Prince Charming, 
and her desk—tucked away between the 
phones and the filing cabinets—is no 
setting for that filmy chiffon. For one 
thing, there’s no room; for another, the 
Board of Directors just doesn’t believe in 
fairy tales. 

It’s five o'clock . . . and the secretary 
is still dressed for routine, not romance. 
That slim black sheath, so perfect for 


the conference table, won't suit a table 





Piece for 
Extension 







Cut Here 


_y» Cut Here 
. oa ‘_- 
J 2s ‘ Cut Here y ,° 


for two. Not as it is, but now... 





Piece Here-**. 





Now . . . She’s wrapped in beauty 
with a whisper-soft satin sash from 
Necchi . . . that subtle touch of sophis- 
tication that transforms a daytime dress 
into a date-time dress. 

How? — because recently . . . the 
Necchi-Elna Home Arts Center planned 
an entire “sash project.” We selected 
one that is quick and easy to make. If 
you want to be your own fairy god- 


mother, try it. 


DIRECTIONS: 

Material required: 114 yards satin, 
12 inches wide. Fold diagonally so that 
selvage edge meets the crosswise end. 
Crease lightly along the fold. Cut two 
bias pieces ten inches wide and 70 inches 
long. (One end will have to be pieced 
lor this length.) See diagram. 

Place a small piece of organdy under 
the end of one of the unpieced lengths 
and embroider your monogram. This can 
be done by hand or with the disc on your 
Necchi Supernova Ultra Sewing Machine. 

Lay sections with right sides together 
ind stitch all around except for an 8 
inch opening near the center of one 
-ide. Take care not to stretch bias edges. 
urn right side out, slip stitch opening, 

nd press edges. 

Wrap the sash around the waist and 

so the monogram shows. 
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a 9-to-o 
test 
is best 





for on-the-job proof of 
speed — ease — precision! 


For speed and efficiency test Olympia’s amaz- 
ing automatic paper injector illustrated 
above. Set “feed-dial” — pull lever — and 
presto there’s your letter, envelope or label 
—positioned and aligned ready for typing! 
All without time-wasting adjustments. Auto- 
matically ejects envelopes and labels. 





Exclusive 


Spring- 
cushioned 
You'll like Olympia’s exclusive “fatigue- keytops 
free” finger-form keytops . . . spring-cush- 














ioned for easier, faster, finer typing. 










Just two of the many advanced—and 
worthwhile—typing aids that make the pre- 
cision-built Olympia the world’s finest type- 
writer to do business with. 


For a trial demonstration . . . consult the 
Yellow Pages for name of your nearest dealer. 


OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION, 90 WEST ST., NEW YORK 6, N. Y. 
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it's easy to get 


CASH 


FOR YOUR GROUP 


Sell Fresh, Flavorful 
Salted Nut Products 


in colorful, vacuum packed tins 


A Complete Fund Raising Plan from 
Ze) PEANUT CORPORATION OF AMERICA 


Mokers of famous Buster Nut Products 
The finest products plus this simple plan 
make your sale 2, success. 

@ NO FREIGHT TO PAY... 

@ NO MONEY TO ADVANCE... 

@ NO BREAKAGE or SPOILAGE... 

@ SALE GUARANTEED... 


FILL. OUT AND MAIL 
THIS HANDY ORDER BLANK 
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BEAUTY ... 
AT ARM’S LENGTH 


(Continued from page 35) 





any and all arm defects only too well. 

Flabby upper arms usually benefit from 
exercise, and lifting weights is. quite 
seriously, a way of getting it. Whether at 
home or in the office, carrying books, for 
example, is good for both muscles and in- 
tellect. 

Exercise one arm at a time, making the 
arm do the work. Grasp the weight or book 
in your hand, holding it at shoulder level. 
Then straighten the arm up, raising it 
over your head. Hold, lower slowly: re- 
peat. Two minutes are enough for the 
first day and three for the next. Five min- 
utes is the limit for a regular exercise 
routine, and it should be reached gradu- 
ally—with consideration for your own 
unaccustomed muscles. 

Another exercise can be done with or 
without weights. Hold arms straight out, 
at shoulder level. Then, without bending 
the arms, move them as far back as you 
can. This looks like a swimming breast- 
stroke. Pretend that you are pushing two 
filing cabinets out of the way, and use 
pressure as you move your arms back. 

A variation on this is the “propeller 
spin.” Visualize both arms as airplane 
propellers. Hold them straight out at the 
sides. Describe small circles with the 
arms, making the circular movement 
larger after a minute. Hold arms out as 
far as you can, and you will feel the ten- 
sion in them. 

Flabby arms are best concealed with 
a three-quarter-length, loose sleeve. 
Sleeveless dresses and cap sleeves should 
not be worn. Bracelets can distract atten- 
tion from the upper arm, and vertical 
stripes will slim the arm visually. 

And, whatever your size or style in 


clothes, here are a few tips to remember: 


— 


. Add a package of unflavored gelatin 
to your morning juice to strengthen 


nails and prevent them from cracking. 


nN 


Apply a few drops of perfume to the 
crook of your arm. It’s a pulse spot 
and will waft the scent. To make a 
lasting impression, rub a drop on the 
palms of your hands. What you touch, 
it will. 

3. Nail polish and lipstick should be in 
the same color family, but not neces- 
sarily of the same color. The complex- 
ions of hands and face differ, and cos- 
metics should be matched to skin tone. 
Long fingernails lacquered with a dark 
or bright shade make hands look 
longer, slenderer. Shorter nails painted 
with lighter shades make hands look 
smaller. 


— 
: 


5. To slenderize fingers visually, don’t 
apply nail polish to cover entire nail. 
Leave a thin margin on both sides. A 
large chunky ring will make a finger 
seem thinner, too. 

Finally, remember that hands convey 
many impressions. If they fidget, you give 
the impression of being tense, nervous. 
and jittery. When possible then, keep your 
hands gracefully in your lap. You'll ap- 
pear serene and relaxed that way. 

P.S. You'll feel better too. 





(Key to project on page 39) 


Letter 1 


Line 2—wastebasket (one word) : line 4 
quotes after Desk.: line 8 
word): line 10 
sen-tial; line 12 


businessmen (one 
delete more; line 1l1—es 

today’s: line 13—them, 
transpose period and quotes (a period is al 
ways placed inside the closing quotation 
mark); line 15 
tional 


as-so-ci-ates; line 16—addi- 


Letter 2 


Line 1—spell out Oct.. Community; line 2 
— its (it’s is a contraction for it is); line 5 
provide: line 6—too; line 10—Community. 
year’s: line 11—$350,000; line 13—adding: 
line 15—imperative: line 16—expand (ex 
pend means to use up or spend), facilities: 
line 19—filling: line 21 
after wish: line 22 


insert a comma 
particular 





WHERE TO BUY 


Fashions shown in this issue may be 
found at the following stores: 

Cover: Mckettrick dress. Abraham & 
Strauss, Brooklyn: Dewees, Philadelphia: 
Himelhoch’s, Detroit: Bullock's, Los 
Angeles. 

Page 29: Raincoat by Aquascutum of 
London. Country Clothes Shop, Lord & 
Taylors, New York: Halle Brothers. 
Cleveland: Carson, Pirie, Scott, Chicago: 
Neiman Marcus, Dallas. 

Further note on the new “Aqua Five” 
process. It not only repels water, but 
it also protects against stains. Most sub- 
stances can be mopped up with tissue. 
Oil, for example, just beads into glob- 
ules and rolls off. This means less trips 
to the cleaners . . . added savings for you. 

Page 30: Dress by R & K Originals. 
Gimbel’s, New York; H.P. Wasson, Indian- 
apolis; Davison-Paxon, Atlanta; The Em- 
porium, San Francisco. 

Page 30: Desk-to-date sheath. Career 
Shop, Lord & Taylor's, New York. 

Page 31: Dresses by Nancy Greer. 
Bloomingdale's, New York; Jordan Marsh. 
Davison-Paxon, Atlanta; Bul- 
lock’s, Los Angeles. 


Boston: 
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THE INITIAL STEP toward personalized 


perfection. these sterling-silver mono- 
grammed pins. You'll “fall” in step with 
such a pin fastened to suit or sweater. 
Styles 144 (left) and 145 made with two 
or three letters: $12.10 each. Free cata 
logue. From Sterling Artists of America, 
Dept. TS-1, 1511 S. Madison Ave., Tulsa 
20, Okla. 





‘ 
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4 MATTER OF TABLE MATS. Protect your 
hands and tables from too-hot-to-handle 
dishes with these Swedish table mats. 
lwo under-grips provide extra ease in 
carrying. Solid maple with cork-mat in- 
serts. Set of three, measuring 8 by 6. 
10 by 7, and 12 by 8'% inches for $5.95. 
From Yankee Imports, Dept. 22, Ipswich, 
Mass. 








' 


BEAUTILITY MAKE-UP LAMP-TABLE, 
just like having an extra powder room. 
Its adjustable 9-inch mirror, mirror lamp, 
and extra socket make light of your 
make-up problems. Stands 47 inches high 
with stable cosmetic tray. Comes in 
flecked turquoise, pink, or white at 
$12.95. Write to Nancy’s Bazaar, Dept. 
'S. Box 340, Elizabeth, N. J. 


October, 1959 








Perec nalized 
Sterling 
Cwweater Guard 


Owner's first name expertly 
crafted in sterling is joined , 
to clips by silver chain. New, 

handsome personal gift. 


$495 
(tax and postage incl.) 


. . Send for our catalog 


of exciting gifts 


Thowes-Yoruny| 


Dept. 7 
30 W. Lockwood Ave. + Webster Groves 19, Missouri 











MAKE MONEY WRITING 


.. Short paragraphs! 


You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on 
short paragraphs. I tell you what to write, where and 
how to sell; and supply big list of editors who buy from 
beginners. Lots of small checks in a hurry bring cash 
that adds up quickly. No tedious study. Write to sell, 
right away. Send for free,facts. BENSON BARRETT, 
Dept. 115-K, 7464 N. Clark St., Chicago 26, Hl. 








1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX. Use 
hem on stationery, books, cards, ete 
1000 only $1. ppd, SPECLAL—SAVE 
MONEY! ANY 3 DIFFERENT 
ORDERS 8&2 Satisjaction guaran- 
teed! Handy Labels, 1033 Jasperson 
Bidg., Culver City 1, California 






















WALLET PHOTOS 
rk 4d 


60 for $2.00 


2." x3¥2" genuine photos 
for classmates, loved ones. 
Made from any photo on 
silk finish studio paper. 
Send pictures, 25 for $1.25 
plus Free 5” x 7” enlarge- 
ment (60 for $2.25). 





Satisfaction 
Guaranteed 





Dept. 4, GPO Box 644, N.Y.1,N.Y. 












GREAT for 


every SECRETARY 


ORIGINAL 









PRECISION SHARPENER 


Keeps pencils sharp with a twist of your 
wrist. No. 9217L has large spillproof re- 
ceptacie for shavings and razor sharp blade 
making a long needle point, plus 3 spare 


blades. 
$1.00 


DRIP DRY HANGER 


Made of inflatable plastic, drip-dries gar- 
ments to perfect shape without ironing. 
Deflates to purse size. Pastels and white. 
Gift packaged. 


$1.00 each 


d 


Actual 
Size 





Colorful PLASTI-KLIPS 


Vibrant colors, feather light, nonrusting clips 
make your work seem individual. 500 asst. 
to stocked unit of ready-made trays. 


$1.25 





SWEDISH PAPER NAPKINS 


A superior quality and texture napkin, round 
and square, with beautiful Swedish original 
designs. 


2 Boxes for $1.00 


See your local store or send direct to: 


FRED BAUMGARTEN 


1000 Virginia Ave., N.E. Atlanta 6. Georgia 
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te \ y , 
24 PENCILS WITH YOUR NAME 
IMPRINTED IN GOLD.......$1 
Think of it!...just about 4¢ each for 24 finest 
quality pencils, personalized with your first and 
last name (or any name you desire) stamped 
on in brilliant gold leaf. In the preferred hexa- 
gon shape that won’t roll off table or desk. No. 
2 lead (the hardness that’s best for ordinary 
writing), and pure rubber erasers. Great for 
school children—prevents losing pencils! A sen- 


sational value—a wonderfully inexpensive gift! 
Print name desired (1 imprint per set), $1 ppd. 


CX-2 Spencer Building, 
. SPMCER SHIT Tsicinie Spy 








TAKE A LETTER! 





M'ss Secretary: Piease yourself or your favorite girl 
friend with a lovely gift of this unusual Secretary's 
Charm Bracelet of twelve accurate miniatures of the 
secretary's profession Charms include movable 

cil sharpener. posture chair that really swi 












writer fi cabinet desk telephone ti 
stapler ling machine. eraser. water c ‘Tr. and 
the inevitable Swiss cheese sandwich and container 


Gift Boxed. Postpaid (Fed. Tax Inc!.): In_ Hamilton 

Gold Finish $4.98: in Sterling Silver, $19.95: 

14K Solid Gold. 8129.00 

Money-back Guarantee. Send check or m.o. Individual 
vailable tr Sterling Silwer and 14K Gold 

ice list and our FREE Illustrated Profes- 


sional Gift Cat 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 910-S, New York 10, N. Y. 




















SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 











For All Your 
Cat-Owning 
Friends 


The Perfect Gift is 
CATS MAGAZINE 
Helpful Articles, Pictures, 
Poems, News-—Every Month 
{ll About All Kinds of Cat 
Seng onty $3.50 for each full 
year Se 
(Samples 35c) 
CATS—529 House Bldg. 
Pittsburgh 22, Pa. 














HANDMADE IMPORTED SHOES 


Hand-tooled leather shoes, come with cushioned air 
foam inner sole and are leather lined. Extremely 
comfortable and durable. Imported from Mexico. 
Natural color only. Shoes are true to U.S. sizes, 4 
to 10, medium width only. Satisfaction guaranteed. 


SAVE MONEY 


Direct from importer price $8.95 plus 50¢ postage. 
C.0.D.s accepted. Order wedge or ballerina. Free 
catalog of Mexican Imports: purses, jewelry, foods, 
gifts, etc. 


NORTHERN IMPORT CO. 


124 W. Upton St., Dept. 1-173, Reed City, Michigan 











SNACK HOUND 


Dress up your table with clever 5-section 
snack server for pretzels, candies, and nuts 
Beautiful .versatile Dachshund of highly 
lazed pottery fits together in countless ways 
e measures almost 15 inches long. Only 
$1.50 postage paid. Write for Free Catalog 
of 500 new gift ideas. 


9-942, Finch Bldg. 
ADRIANE, Inc. St. Paul 1. Minn, 

















J SONES 
Q@ into DOLLARS! 








yearly. Songs Composed, PUBLISHED, 

Promoted. Appraisal, info FREE from 
NORDYKE Music Publishers 
600U Sunset. HOLLYWOOD 28B. Calif 


NEW songwriters, poets share $33 millions ' 
3 


arreverrnyenrear sonny” 








cPSs PLS 
Professional prestige, new career, top job, pro- 
motion & greater earnings are yours with cov- 
eted Certified Professional Secretary or Profes- 
sional Legal Secretary designation. Our original 
& unique courses, tests & guidance, used in 47 
states since 1953 can help you, too. Write today 
for free brochure. Business Researeh Associates, 
Inc., P.O. Box 7093, Long Beach 7, California. 

















Do You Make These 
Mistakes in English? 


MANY PERSONS say “between you and I” instead of 
“between you and me’’—or use “who’’ for ‘“‘whom.’’ 
Every time you speak or write you show what you are 
Mistakes in English reveal lack of education, refinement 
teal command of English will help you reach any goal. 
Only 15 minutes a day with Sherwin Cody’s famous in- 

I n-and you can actually SEE your English improve. 

] iches by HABIT FORMATION—makes it easier to do 
1GHI'T way. Self-correcting lessons. FREE BOOK. 

ize power may be costing you thousands of 

See what Mr. Cody’s method can do 

tor you; it costs nothing to find out. Write 


FREE how for free book, ‘‘How You Can Master 
. ( English in 15 Minutes a Day.”’ 

Sherwin Cody Course in English, 17410 
stele) 4 Central Drive, Port Washington, N. Y. 


man will call.) 
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Keeps your secret TTARS 
during those WY 
difficult days SPRAY 


(NEUTRALIZES ODORS) 














MONEY BACK GUARANTEE 
senn $1-59 to; 


PURITAN CHEMICAL CORP, 
LAWRENCE, MASS. 








ALL WASHED UP and no place to dry? A 
wet head is no problem if you've this 
two-in-one reversible cap. Moisture-ab 
sorbing terry cloth can be turned inside 
out until hair is dry. Elastic back: fits all 
head sizes. Send $1.50 to Shopper's Spe 
cial. Box 505-TS, Bloomington, Il. 





GLAMOUR ON THE GO to business, school. 
or vacation. Vinyl travel kit brings out 
the beauty in you, thanks to its unbreak- 
able cosmetic holders. Take it along on 
overnight trips or treks from desk drawer 
to powder room. Yours for $4.90: from 
Natalie Quinlan, Dept. TS, Box 102, Glen 
Rock, N. J. 
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SEP-A-PLATE your fine china with these 
durable, white cotton-felt Stack-Em-Pads. 
Forty-eight-piece personalized set pro- 
tects china service for twelve from 
scratching, chipping, or rattling. Yours 
for $2.95, ppd.: $1.50 without name. 
From Western Artcrafts, Dept. TS, 12 
E. Pikes Peak Ave.., 


Colo. 


Colorado Springs, 





SPECIALLY FOR SNACKS, kiddie-style. 
Watch these trays work mealtime magic. 
White puppies or baby-blue whale on red 
and white checks: each with child's 
name. Sturdy metal is resistant to heat 
and water. $1.75 each, ppd.: 3 for $5. 
From Bruce Products, Dept. TS, 541 
Grove St., Upper Montclair, N. J. 








HANDING YOU A LINE, complete with 12 
pinch clothespins. This six-foot, self 
retracting, 


reel-type clothesline comes 

easy-to-pack unit, attaches anywhere 
in a jiffy. Drips dry your “drip dry’s” 
hotel room, small apartment, train 


npartment, etc. Send $1.98 to Lord 


George, Ltd., Dept. TS, 1270 Broadway, 
v York 1, N. Y. 
October, 1959 
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Panel Embossed 


WALLET 
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25 a ONLY ¥| 
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NEW EMBOSSED 


yat 
ct DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


NEW YORK I, N. Y. 

















For Your Office Desk 


Mysterious 
Little Black Box 
S-l-o-w-l-y 
A PaleHand Emerges...! 


“yl 
oat 






his little black 

box just sits 

there—quiet, sinister, 
waiting for you or your 
visitor to throw the switch on. Then, suddenly 
it comes to life, with a whir of power—twitch- 
ing and jumping as if a demented genie were 
locked inside. Slo-o-o-wly the lid rises. From 
beneath emerges a pale, clutching hand. The 
hand grabs the switch, pushes it to “off” 
quickly disappears back in the box. The lid 
slams shut. Once again, all is quiet. All, 
except your shaken friends, many of whom 
will immediately take the pledge! Be first to 
own it! Send now. Ideal also for the bar 


Complete with batteries, only $4.98 
plus 25¢ for postage and handling 
Guaranteed to unnerve or money back. 
Enclose remittance. Available by mail only from 


bf 
SPENCER GIFTS tiene City, Ni 


: 


ARE YOU 
TIMID? 


A noted publisher in Chicago re- 
ports there is a simple technique of 
everyday conversation which can pay 
you real dividends in both social and 
business advancement and works 
like magic to give you added poise, 
self-confidence and greater popu- 
larity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by 
what they say and how they say it. 
Whether in business, at social func- 
tions, or even in casual conversations 
with new acquaintances, there are 
ways in which you can make a good 
impression every time you talk. 

Yo acquaint the readers of this 
magazine with the easy-to-follow 
rules for developing skill in every- 
day conversation, the publishers 
have printed full details of their in- 
teresting self-training method in a 
24-page booklet, “Adventures in 
Conversation,”’ which will be mailed 
free to anyone who requests it. No 
obligation. Simply send your request 
o: Conversation Studies, 835 Diver- 
sey Parkway, Dept. 2827, Chicago 
14, Ill. A postcard will do. 











Py STOP MAKING MISTAKES IN 
eo in GLiskH 


With the new CAREER INSTITUTE METHOD 

you can stop making mistakes in English, build 

‘O) up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 

- the “secrets’’ of fluent conversation. Hundreds of 
TF) men and women have become effective speakers, 
writers, and conversationalists—without going back 

to school—by using the CAREER INSTITUTE METHOD. 
Costs little. Takes only 15 minutes a day at home. 32-page 
booklet mailed FREE upon request. Send card or letter NOW! 
Career institute, Dept. E-14510, 30 E. Adams St., Chicago 3 























You needn!t be! Now you can 
remove unwanted heir foreve 


TROUBLED 


— in the privacy of your home 
WITH — with the famous Mahler Hair 
Removal Epilator! Acclaimed 


by thousands of women who 
UNWANTED have discovered how Mahler 
destroys the hair root perme 
nently! By following our instruc 
tions you, too, cen learn to use 
the Mahler safely and effi- 
ciently! Positive money-back 
querantee! Act today! , ¢ 


° 
Send S¢ for illustrated I6-page > 
booklet “New Radiant Beauty’! 7 
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No Typing Casualties... 








when you use EATON’S 
CORRASABLE BOND 


Typewriter Paper 


You can be sure to get neat work every time on 
erasable Corrasable. Eaton’s Corrasable Bond is 
the unique paper that erases without a trace. 
With just a flick of a pencil eraser, typing 
errors disappear. And there’s neither scar 
nor scuff to mark the spot. 


In all weights, including onionskin. 100-sheet 
packets and 500-sheet boxes. At your stationer’s, 


7° 
fy 


EATON PAPER CORPORATION $j: PITTSFIELD, MASSACHUSETTS 


fans’ 









letely t- 
Die! Place tana.) ALL METAL 


where. -Move it 
from desk to desk. ¥ 0 Y 0) f) - 
All metal fae) sig ablen 


tion. Stronger cutters 


Socmccmecnoceem | THAT CAN'T BREAK 


Green, Blue, Sandtone, Gray. 


Order today from your lo- onty SSD 


cal stationer. 


ard H t Pe 









Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., pept. ts10 


2607 North 25th Ave. ® Franklin Park, Ill. 











HARMONIZING 


(Continued from page 23) 





invitation, rather than have it sound like 
a command performance. You can say, 
“Mr. Rank, Mr. Younger would appreci- 
ate it if you can attend a meeting in his 
office this morning. They would like to 


have your opinion and advice.” 


Oh You Kidder 


“Our advertising manager loves to kid 
people. I don’t mind being teased, but 
I'm no good at repartee. What am I sup- 
posed to say?” 

When in doubt, don’t say anything. 
Most kidders don’t expect—or want—a 
comeback. Smile good-naturedly — or 
laugh at his remarks; he'll think you're 
clever because you appreciate his wit. 


Tell Me All About Yourself 


“One of our directors has a fetish 
about getting to know people and what 
makes them tick. He's always asking 
questions about what we do after work, 
what we think about a certain situation, 
and so on. He’s a good listener, and 
you re expected to do the talking.” 

There are times when it’s up to you 
to carry the conversational ball. You 
can really “pick it up and run with it,” 
if you have a number of outside inter- 
ests. For example, if you belong to a 
secretarial association or another pro- 
fessional group, you can explain its aims 
and projects. If you are an officer of any 
group, you can discuss the problems in- 
volved and ask for advice. 

Mention any night-school course you 
are taking. Executives like to know that 
an employee is taking advantage of self- 
improvement opportunities. 

Plays. good books. ballet. music, 
sports, and hobbies are other conversa- 
tional gambits. Newspapers. trade or 
business magazines, and news broadcasts 
will supply you with reams of material 
to talk about. 

Men like to discuss current events, and 
women who know what's going on in the 
world impress them as being out of the 
ordinary. You don’t have to be an ex- 
pert, but it helps if you know enough to 
ask intelligent questions. For instance, if 
the man is an authority on the Middle 
East, you can ask his opinion on that 
situation. He'll be flattered, and you'll 
learn something. 

Remember you can always be in har- 
mony with the “brass” by observing one 
simple rule. Whether you're listening oF 
talking put the other person’s interests 
first. 


TODAY’S SECRETARY 




















BUSINESS SCHOOL DIRECTORY 





CALIFORNIA 


ILLINOIS 


MICHIGAN 











PRUITT COLLEGE OF BUSINESS 
~*~ L. PRUITT, SR., President 
Typewriting Course in 6 Weeks 
conPre ETER—IBM (Electric Tepeettine) 
PING—BUSINESS ENGL 
BOOKKEEPING—CIVIL SERVICE TRAINING 
OFFICE MACHINES—GREGG—MATHEMATICS 


ORIENTATION—FILING AND SECRETARIAL 
PRACTICE 

off. WE 4-7480 513512 West Adams Bivd 

Res. WE 4-7480 Los Angeles 16, Calif. 





CHICAGO COLLEGE OF COMMERCE 


Secretarial—Court Readies 





Approved by National Shorthand Reporters Ass’n 





Send for FREE Stenograph notes. 


BUS. ADMIN.—AUTOMATION 
SECRETARIAL—ACCOUNT ING 


Co-educational 
Latest in equipment and 
training methods. Placement 
service to graduates 


DETROIT INSTITUTE OF COMMERCE 
1308 Broadway Detroit 26, Michigan 
































© A CHALLENGING 


MEDICAL OPPORTUNITY 
SECRETARIAL Approved by the 


San Francisco County Medical Society 
ZWEEGMAN SCHOOL FOR 


¢ 12-month course 


MEDICAL SECRETARIES an tee tee 
ACBS accredited. Write Claude S. Yates, 1441 Van 


Ness Ave., San Francisco 9, Calif. 














FLORIDA 








Take your business training in Florida 
It doesn’t cost any more 
Buildings and Campus on beautiful Lake Wire 
Dormitory Facilities Accredited 
Write for free bulletin 
LAKELAND BUSINESS INSTITUTE 


401 W. Peachtree Street Lakeland, Florida 











ADELPHI BUSINESS AND 
TUTORING SCHOOL 
“Miami‘s Finest Finishing School” 
Bi-Lingual, State and VA Approved 
Write for Literature 
500-526 N.E. 79th Street Miami 38, Fla. 
Near Biscayne Boulevard 37th Year 





GEM CITY 
BUSINESS 
COLLEGE 


Quincy, Illinois 


Write Director of Admissions 
for free catalog. 
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MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 








BE AN EXECUTIVE ASSISTANT 


Prepare for secretarial jobs with prestige! 


Two-year and one-year courses. Distin- 
guished faculty. Individualized guidance 
Placement service, For catalog write the 
Enrollment Director 
420 Lexington Ave., N.Y. 17, N.Y. MU 5-3418 
) 122 Maple Ave., White Plains, N.Y. WH 8.6466 
22 Prospect St., E. Orange, N.J. OR 3-124 
e = 











Secretarial Training and 
Nancy Taylor Charm Course 
Latest Office Machines and Typewriters 
Request Catalog 
Bernita Alderson, Dir. 
Certified Professional Secretary 
Brown’s Business College 
611 E. Monroe 





Springfield, Illinois 





OHIO 
MEDICAL SECRETARIES 


Medical & X-Ray Technologists. Med. Sec’ys 
& Assts. (6 or 12 mos.) Co-ed. Lifetime re- 
warding career. Graduates in demand. Good 
pay. Part-time Work. Dorms. Free Place- 
ment. Clev. GI Appr. Five Modern Schools. 


ARNEGIE INSTITUTE 











’ Known nation-wide: Boston, Cleveland, LA, 








MAINE 





Detroit. (AM. Eastern Sch. for Physicians’ 
Aides, 85 Fifth Ave., N. Y.) Write Catalog, 


Dept. G, 4707 Euclid Ave., Cleveland, Ohio. 











HAWAII 











BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools 






1178 Fort Street @ Honolulu, Hawaii ‘SK 


fs: 


PENNSYLVANIA 





Business College of Distinction 


Co-educational 


Accounting Teacher-Training Secretarial 


Auburn, Maine 





AUBURN MAINE SCHOOL OF COMMERCE 








 @ 


Rats 422 Vine STREET 
JOUNGTOWN, PENNSYLVANIA 


a all 

















MISSOURI 








TEXAS 
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Shorthand Institute 


Noted for skilled professional training of Secre 
taries-Court Reporters. 


shorthand. Ask for catalog. Registrar, 
Locust St., St. Louis 1, Mo. 





Fast progress with pri- 
vate tutoring, choice of hours. Gregg or machine 
511-T 


GAIL COLLEGE.-- 


GRADUATES 
EMPLOYED 


100% 





@ COMPLETE BUSINESS COURSE © OfL 
@MEDICAL ©® LEGAL © COURT REPORTING 








BOX 980 





ABILENE, TEXAS 








(Key to quiz on page 10) 
Know Your Alphabet 


A person who really knows the alphabet 
should be able to locate these words in three 
to five minutes. 

advantageous; 
conversation: 


contribution; 
inference: in- 


alternate; 
environment; 


telligence; interrogate; persistence; phe- 
nomenal. 
Which Spelling Is Preferred? 

The Merriam Webster's New Collegiate 


0 tober, 1959 


Dictionary, Sixth Edition, prefers the follow- 


ing spellings: 

1. acknowledgment; 2. 
3. quartet; 4. anemic; 5. flier; 6. 
7. catalogue; 8. canceling; 9. 


10. benefited. 


“It’s Terrific!” 


1. becoming, fashionable, modish, 


2. delicious, 
3. thrilling, 


twice; 


flavorsome, 


superbly acted, worth 


plays; 5. well-written, having 


installment; 
traveler; 
adviser; 


chic: 
mouth-watering; 


4. good team work, a series of lucky 
true-to-life 
characters. attention-holding; 6. constructive 


in his criticisms, acquainted with the modern 
theater; 7. able to see our point of view, 
up-to-date; 8. reasonable, appreciative, fair; 
9. colorful, not overtrimmed, well-tailored; 
10. well-balanced, wide choices, good values. 


What's the Opposite? 
4. knowl- 


close; 3. inferior: 


5. exactly. 


1. strict; 2. 
edge: 


seeing 


Two “Sweets” and a Suit 


1. suite; 2. 


6. suit: 7. 


3. suit: 
8. suit; 


sweet: 5. suit; 


10. sweet. 
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4. suite: 


suite; 9, suite; 































































The “Big Idea” 


It isn’t everyone who can attain a 
long-cherished dream by merely writing 
twenty-five words. But some people do 

take Roselyn Linford of Kansas City, 
for example. 

Mrs. Linford has always wanted a sil- 
ver tea service—“the expensive kind 
that I'd never buy for myself.” Last 
February, as she was reading TODAY'S 
SECRETARY. she came upon a picture 
of just such a service. It could be hers— 
tee 

All she had to do, said the Esleeck 
Manufacturing Company, sponsor of the 
contest, was to tell in twenty-five words 
or less why she thought her company 
should include an Esleeck Onion Skin or 
Manifold copy with all correspondence 
it sent out. First prize was a sterling 
silver tea service, and there were fifty- 
one other prizes—all silver by Lunt. 

The contest didn’t sound too difficult. 
Mrs. Linford was a firm believer in 
sending out an extra copy with each 
letter. And, after all, there are thou- 
sands upon thousands of words in the 
English language. Take any twenty-five, 
string them together—in the right se- 
quence—and you have a winner. 

But things weren't quite that easy. 
Finding the right words to express one’s 
thoughts takes time, effort, and lots of 
patience. Mrs. Linford tried many a 
combination, testing them on co-workers 
in the office, on her husband at home. 
Whenever she faltered, she thought of 
the tea service. 

\ll told, Mrs. Linford submitted four 

ries in the Esleeck contest . . . hope- 


ful that one of them would best the 
ent ent in by the other contestants. 
Impat he waited for word from 
64 











the company—when it came she was 
overwhelmed. “And I had no idea which 
of the entries had been the winning one,” 
she recalls. 

Esleeck made arrangements for the 
Linfords to fly to New York for a week- 
end. Purpose: to enjoy the sights of the 


city—and to have a gala presentation of 





the first prize by Mr. F. 
Andrews, president of the company. (See 


Raymond 


picture.) 

The winner and her dream came to- 
gether at a luncheon given by TODAY'S 
SECRETARY. It was a case of mutual 
attraction. The new owner oohed and 
aahed over the beautiful Lunt Sterling— 
the silver pieces in turn seemed to have 
a special glow. almost as if they were 
aware that they would receive tender, 
loving care in Kansas City. 

A good reason for Mrs. Linford’s suc- 
cess in the contest is probably her own 
secretarial background. At present she 
is working for the Stalcup Company, an 
agency that handles outdoor advertising. 
There she has a secretarial position of 
rank and responsibility. 

After work there’s an editor husband, 
a seven-room house, and a garden to care 
for. And from now on, there'll be all 
that silver to polish, too. 

Our sincere congratulations to Mrs. 





Linford and all the other prize winners 
in the Esleeck contest. (The winners’ 


names will be found on page 56.) 


King for a Day 


Alas. poor boss. For two hundred- 
odd days of each year he sits alone in 
grey flannels behind glass panels, an 
inside “outsider.” Minus one day, that 
is. Thanks to secretary Pat Haroski. 
October 16 has been designated National 
Boss Day. 

Pat. an Illinois resident, was con- 
cerned over the “hit and miss” treatment 
accorded most bosses. Celebrating a Na- 
tional Secretaries Day and none for the 
boss was putting the cart before the 
horse. True. individual groups did honor 
their employers on various occasions, but 
Pat felt the gentlemen who ran the show 
deserved unanimous applause on_ the 
same day. To remedy this situation, she 
wrote to the United States Chamber of 
Commerce and registered October 16 as 
“His day.” 

How to celebrate? A boutonniere first 
thing in the morning and lunch or dinner 
later in the day, “all the while being 
especially considerate, showing the boss 
that you think of him as someone more 
than the man who gives you your pay 
check.” For the latter is the real aim of 
National Boss Day: to devote serious 
thought to understanding the boss. 

Remember the day—and the way. 


Make your boss “King for a Day.” 


Down Florida Way 


At Miami Beach, Florida . . . sun, 
sand, and_ secretaries. They were all 
gathered together for the fourteenth an- 
nual convention of the National Secre- 
taries Association, held in July. 

Democrat or Republican, the members 
of NSA voted in favor of their new 
President, Mrs. Evelyn G. Day of 
Middletown, Ohio. A graduate of the 
University of Cincinnati via evening 
courses, Mrs. Day is executive secretary 
to Dr. Charles F. Hook, Chairman of 
the Board of the Armco Steel Corp. 

Another winner was Mrs. Alicia Cogan 
of Brooklyn, N. Y.—NSA’s new “Secre- 
tary of the Year.” She was tested for 
poise, judgment, experience, etc., and 
came through with high grades. 

Completing the awards was one made 
to Mrs. Arlene D. Reid of Cincinnati. 
Ohio. Mrs. Reid, secretary to E. Ray- 
mond Ur—a manager in the General 
Electric Company—has another title 
now. She’s the first “Best Dressed Work- 
ing Woman” selected at the convention. 

To all the winners—congratulations. 


TODAY’S SECRETARY 
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PITNEY-BOWES 
Postage Meter 


J 


Made by the leading manufacturer of mailing machines 
° offices in 121 cities. In Cana la: Pitne y- Bou €s 
of Canada, Ltd., Dept. 370, 909 Yonge St., Toronto. 





Sisters, arise! 


“Down with old fashioned lick-and-stick 
mailing, the soppy sponge, and playing police- 
man to a stamp box! Any girl worth her 
withholding tax deserves a postage meter— 
like mine.” 

This little desk model, the DM, prints 
postage as you need it for any kind of mail 
—directly on the envelope, or on special 
tape for parcel post. Prints your own small 
ad at the same time, if you like. All models 
seal as well as stamp; save time, money, 
and postage. 

Your meter is set by the postoffice for as 
much postage as you want to buy, and 
always has the right stamp. Postage in the 
meter is protected from loss, damage, misuse, 
and automatically accounted for. Metered 
mail, already postmarked, requires less 
handling in the postoffice, can often catch 
earlier mail trains or planes. 

No minimum mail volume is required. 
Even the smallest office can now have the 
convenience of metered mail. One third of 
DM users average less than $1 postage a day. 
Call the nearest Pitney- Bowes office for a 
demonstration. Or send for 


free illustrated booklet. 


FREE: Handy desk or wall chart 7 
of neu postal rates with parcel post 
map and zone finder. 











Larger models 
stamp and seal up 
to 175 letters a minute. 





Prrney-Bowes, Inc. vous A. 04 
7870 Pacific St.. Here 
Stamford, Conn. 


Send free a booklet C) Postal Rate Chart lo: 
Name 


Address__ — 
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Fotpamatic Construction —“Heart” of the new Linr-a- 
TIME Copyholder. Folds over typewriter when noi in use. 


Variable Height Adjustment — Raises or lowers LINE-a- 
TIME Copyholder to required individual eye level. 
Space-ceLector Unit — Affords typists an infinite va- 
riety of space settings. 
TRANSVUE Line Guide—Tinted, transparent, underscores 
line of copy to be typed and permits typists to see two 
or three lines ahead. Has both an elite and pica Perfect 
Positioning Scale... 
..»And many other dramatic features that make the new 
Fotpamatic Line-a-tTrmMe Copyholder the greatest secretarial 
aid since the invention of the typewriter. 


Available in six office and typewriter harmonizing colors: 
French Gray, Desert Sage, Honey Beige, Mist Green, Lime 
Light and White Sand. 
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Remington. Band 
DIVISION OF SPERRY RAND CORPORATION 
Room 2000, 315 Park Avenue South, New York 10,N.Y. 


I would like a free five day trial of the new Fotpamartic 
Line-a-timMeE Copyholder.* 


NAME 
FIRM 
ADDRESS__ 


cITY es STATE 


*Available only in cities with a Remington Rand office. 9 
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